
	Post Title:
	Administrative Support Assistant (Blackpool Learning Rooms)

	Directorate:
	Communications and Regeneration

	Division:
	Economic and Cultural Services

	Section:
	Blackpool Learning Rooms

	Reports To:
	Post 8948 – Business and Administration Officer and Post 7975 - MIS and Business Support Officer

	Location:
	Healthworks, 1 Clifton Street, Blackpool, FY1 1LY

	DBS Status:
	None


	Grade:
	Grade D



	Role Purpose

	· To provide administration support to a range of services within Blackpool Learning Rooms under the direction or instruction of supervisor/senior staff.  
· To help complete accurate data collection/entry within the team. 



	
Main Duties and Responsibilities

	· To support the manager on the marketing activity for the team, including liaising with other services to create publications for promotional purposes including collection of survey information.
· To provide marketing information to the Communications Team and to assist in the maintenance and updating of the Blackpool Learning Rooms website and monitor regularly to ensure information is up-to date
· To provide administrative support to cover enrolment sessions, celebration events, visits and tutor meetings. Contacting learners prior to course start date both via phone and text (Government Notify Service) to remind of course start date. Follow up no-shows to courses with residents on a weekly basis.
· To be responsible for the booking system of Blackpool Learning Rooms courses, meetings and exams. 
· To input data accurately, to assist the manager to  ensure funding return deadlines are met 
· Maintain manual and computerised records and management information systems, maintaining confidentiality and adhering to data protection guidelines.
· Handle small amounts of cash, to include processing payments via Civica payments system
· Provide general administrative support to the service. 
· Organise meetings, take minutes, distribution 
· Distribution of marketing literature to centres across Blackpool.
· To follow safeguarding procedures when dealing with learners and tutors.
· To provide customer service on reception for Blackpool Learning Rooms and the Positive Steps Team.
· To be a key holder for the opening/closing or the reception area. 
· To update the Government Course Directory educational website to ensure courses are up to date.
· Update screen signage throughout the building to ensure key messages are delivered timely and appropriately. 
· Invigilate exams on set days throughout the year.
· Suggest potential curriculum activities (course interests).
· Respond daily to customer enquiries via Facebook, email, text, phone calls and face to face. 
· Responsible for the selection, ordering, monitoring and storage of supplies.



	Qualifications
	Please mark which are Essential or Desirable 
	E/D

	1. Level 2 (GCSE Grade A*-C or Grades 4-9) or equivalent qualification in English and Maths (including functional skills)
2. I.T. qualification, ECDL, CLAIT
	E

E





	Knowledge, Skills and Experience 

Required
	Please mark which are Essential or Desirable 
	E/D

	1. Considerable knowledge and experience of working in an administrative area
2. Good IT skills
3. Good interpersonal communications skills
4. Experience of data entry
5. Ability to work effectively as a team member.
6. Ability to work under pressure and meet deadlines.
7. Good customer service skills
	E
E
E
E
E
E
E

	

Vision and Values

	Our vision for Blackpool is that we will:
Retain our position as the UK's number one family resort, with a thriving economy that supports a happy and healthy community who are proud of this unique town.
Our Priorities
We have two priorities:
· Priority one - The economy: Maximising growth and opportunity across Blackpool
· Priority two - Communities: Creating stronger communities and increasing resilience
Our Values
We aim to:
· Deliver quality 
· Be fair 
· Be accountable 
· Be compassionate 
· Be trustworthy 



	Equal Opportunities: 
We do our utmost to ensure that here is no unjustified discrimination in the recruitment, retention, training and development of staff on the basis of their age, sexuality, religion or belief, race, gender or disabilities.






