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JOB PROFILE
Job title:  Apprentice Business Administrator Quality Improvement Team.
Grade: Band 3 
JE number:   
Accountable to: Quality Reporting & Compliance Manager

General Duties and Responsibilities 
· To contribute to the strategic direction and operational effectiveness of the College 
· Ensure responsibilities are carried out in a manner that reflects the College's vision, values and behaviours.
· Support the delivery of the College's Quality Improvement Strategy and continuous improvement activities.
· Deliver high-quality administrative support that contributes to the achievement of departmental and organisational Key Performance Indicators (KPIs).
· Promote positive working relationships with colleagues, students and external stakeholders.
· Proactively promote and support Safeguarding, Equality, Diversity and Inclusion (EDI), Health and Safety, Prevent, and the wellbeing of students and staff.
· Complete all mandatory training requirements and maintain up-to-date knowledge relevant to the role.
· Participate fully in the College's Professional Development Review (PDR) process and apprenticeship programme.
· Actively contribute to a culture of continuous improvement, professionalism and excellent customer service.
Duties and responsibilities:
1. Provide effective administrative support to the Quality Improvement Team, ensuring a professional, efficient and customer-focused service at all times.
2. Support the administration and maintenance of quality assurance systems, databases, trackers and electronic records, ensuring information is accurate, timely and compliant with data protection requirements.
3. Assist with the collection, collation and validation of quality-related data to support reporting, monitoring and decision-making across the College.
4. Produce and distribute quality reports, dashboards and performance information, ensuring accuracy and attention to detail.
5. Support quality review, audit and compliance activities by arranging meetings, maintaining records, tracking actions and assisting with the preparation of documentation.
6. Assist in monitoring departmental and organisational quality improvement plans, updating action trackers and reporting progress where required.
7. Provide administrative support for departmental meetings, including scheduling meetings, preparing agendas, collating papers, taking minutes and distributing actions.
8. Respond professionally and efficiently to internal and external enquiries via telephone, email, MS Teams and other communication channels, escalating issues where appropriate.
9. Maintain accurate electronic filing systems in accordance with College policies and information governance requirements.
10. Support quality-related projects and initiatives designed to improve processes, systems and the student experience.
11. Assist with surveys, student voice activities and other quality monitoring exercises by coordinating communications and maintaining records.
12. Use College systems and software packages effectively, including Microsoft Office applications, databases and reporting systems, to support departmental objectives.
13. Manage routine administrative tasks including diary management, document preparation, photocopying, scanning, filing and distribution of information.
14. Maintain high standards of confidentiality, professionalism and integrity when handling sensitive information.
15. Undertake any other duties commensurate with the grade and purpose of the role as reasonably required by the Quality Reporting & Compliance Manager.
NOTE 
 
This job profile provides an overview of the principle duties and responsibilities of the role. It is not intended to be exhaustive. It is anticipated that the content of jobs will change over time whilst remaining within the broad remit of the role. 
 
This job profile does not form part of your contract of employment

PERSON SPECIFICATION

	Criteria
	E/D
	A
	I
	T

	Qualifications
	
	
	
	

	Working towards or willing to undertake a Level 3 Business Administrator Apprenticeship Standard
	E
	✓
	
	

	GCSE Grade 4/C or above in English and Mathematics (or equivalent)
	E
	✓
	
	

	ICT qualification or evidence of digital competency
	D
	✓
	✓
	

	Experience and Skills
	
	
	
	

	Experience of working with data, databases or management information systems
	D
	✓
	✓
	

	Experience of using Microsoft Office applications, particularly Excel, Word and Outlook
	E
	✓
	✓
	✓

	Ability to maintain accurate records and attention to detail
	E
	✓
	✓
	

	Good organisational and administrative skills
	E
	✓
	✓
	

	Ability to prioritise workload and meet deadlines
	E
	✓
	✓
	

	Experience of working in a team environment
	E
	✓
	✓
	

	Ability to communicate effectively with a range of stakeholders
	E
	✓
	✓
	

	Ability to maintain confidentiality and handle sensitive information appropriately
	E
	✓
	✓
	

	Willingness to learn new systems, processes and ways of working
	E
	✓
	✓
	

	Understanding of quality improvement, compliance or performance monitoring processes
	D
	✓
	✓
	

	Understanding of Equality, Diversity and Inclusion and its relevance within education
	E
	✓
	✓
	

	Personal Attributes
	
	
	
	

	Positive, professional and customer-focused approach
	E
	✓
	✓
	

	Demonstrates initiative and a proactive attitude to work
	E
	✓
	✓
	

	Flexible approach to supporting departmental requirements
	E
	✓
	✓
	

	Commitment to continuous professional development and personal learning
	E
	✓
	✓
	

	Commitment to safeguarding, learner wellbeing and promoting a safe environment
	E
	✓
	✓
	

	Demonstrates College values and behaviours in all aspects of work
	E
	✓
	✓
	




KEY:
	E 
	Essential  

	D 
	Desirable 

	A 
	Assessed by Application Form   

	I 
	Assessed by Interview 

	T 
	Assessed by Task
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