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JOB PROFILE
Job title:   		Castle Meadow Administrator
Grade:			Band 3
Accountable to: 	Head of Inclusive Programme Development.
Responsible for:  	Delivering high quality learner support to our students


General Duties and Responsibilities 
•	To contribute to the strategic direction and operational effectiveness of the College 
•	Ensure the responsibilities of the post are carried out in a way that reflects the standards, vision and values of the college
•	Deliver on key performance indicators across the College, aiming to deliver continuous improvement 
•	Promote the College with employers, sector bodies, schools and the local community, developing effective partnerships with employers, the funding agencies and other representative bodies
•	To proactively promote Safeguarding practice, EDI, Health and Safety and the well-being of all our students and staff 
•	To complete and remain up to date with Mandatory Training
•	To participate in the College Professional Development and Review (PDR) Scheme  

Specific duties and responsibilities	
	1.
	Provide comprehensive administrative and operational support across the King’s Trust programme, Youth Guarantee “Next Gen” project, and Castle Meadow Campus. Including organising, minuting, and accurately recording disciplinary and formal meetings, maintaining confidential records, coordinating diaries, and preparing documentation in line with organisational policies and data protection requirements.

	2.
	Manage, maintain, and securely store student information, ensuring accuracy, confidentiality, GDPR compliance, and the appropriate sharing of data with internal teams and external stakeholders such as The King’s Trust, Department for Work and Pensions (DWP), and other partners.

	3.
	Support a range of events including enrolment activities, celebrations, programme milestones, and stakeholder visits, managing logistical arrangements such as bookings, communications, attendance tracking, and follow‑up actions to ensure events are delivered smoothly and professionally.

	4.
	Act as a key point of contact for Estates and Facilities teams to support the effective operation of Castle Meadow Campus, including room bookings, equipment requests, maintenance issues, and campus requirements, helping to create a safe, welcoming, and well‑functioning environment for students and staff.

	5. 
	Provide administrative support to finance processes, including raising purchase requests, processing invoices, maintaining accurate financial records, monitoring costs, and ensuring compliance with organisational finance procedures and audit requirements.

	6.
	Communicate professionally and effectively with learners, staff, and a wide range of external stakeholders and partners, responding to enquiries promptly, sharing information appropriately, and escalating issues where necessary to support effective programme delivery.



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
	Role:  Castle Meadow Administrator
	E/D
	A
	I
	T

	Qualifications:  

	1
	Level 2 Maths and English or equivalent
	E
	X
	
	

	Experience and Skills:

	4
	Minimum of 2 years’ experience working with young people (age 16-25) from a variety of backgrounds
	D
	
	X
	

	5
	Awareness of the social and cultural pressures on young people from a range of backgrounds
	E
	
	X
	

	6
	Work in a vocational area and or voluntary sector
	D
	
	X
	

	7
	Proven administrative experience in an education, training, public sector, or youth‑focused environment.
	E
	
	X
	

	8
	An understanding of the barriers to education and learning
	D
	
	X
	

	9
	 Strong organisational skills with the ability to manage multiple priorities and meet deadlines.
	E
	X
	
	

	10
	·Excellent written and verbal communication skills.
	E
	X
	
	

	11
	Supporting young people to ensure their safety and wellbeing on a range of pastoral and learning related topics.
	E
	
	X
	

	12
	Working with a range of partners to deliver appropriate support to young people
	D
	X
	
	

	13
	Experience of using IT in a support or admin role
	D
	X
	
	

	14
	Knowledge of safeguarding policies and processes
	E
	
	X
	

	15
	An awareness of the current FE curriculum including learning and assessment methods
	D
	X
	
	

	16
	Experience of monitoring, evaluation, action plan preparation and report writing
	E
	
	X
	

	Personal Attributes: 

	15
	Excellent communication and interpersonal skills (written and spoken)
	E
	
	X
	

	16
	Confidence in dealing with emergency situations - behaviour/mental health etc.
	E
	
	X
	

	17
	Capable to contributing to/working in a multi-disciplinary team providing support for students 
	D
	X
	
	

	18
	Demonstrate a genuine commitment to uphold and promote equal opportunities and diversity
	E
	
	X
	

	19
	Commitment to quality and excellence through evidence of continuing professional development
	E
	
	X
	

	20
	Demonstrate a knowledge and understanding of Safeguarding / Child Protection issues relevant to the post
	E
	

	X
	

	21
	Ability to analyse situations and recommend ways forward
	D
	X
	
	

	22

	Skilful in handling conflict positively and achieving positive resolutions
	D
	X
	
	

	23
	Able to work effectively unsupervised
	E
	
	X
	



	Other Job information: 

	24
	The post holder will be expected to travel and a Full UK driving license would be advantageous 
	E
	x
	
	

	25
	A driving License with category D1
	D
	x
	
	

	26
	The post holder will be expected to spend one week per 12 week programme away at a residential as part of the princes trust programme
	E
	x
	x
	



KEY:
	E
	Essential 

	D
	Desirable

	A
	Assessed by Application Form  

	I
	Assessed by Interview

	T
	Assessed by Test 
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