Hounslow Education Business Partnership
JOB DESCRIPTION

Team Administrator
Context 
Hounslow Education Business Partnership (HEBP) is a partnership between education, business and community organisations.  Established in 1989, we support the preparation of young people for adult and working life, and relate this to the opportunities and needs within the local community and economy.
Our work helps to raise the achievement of all our young people in London Borough of Hounslow, improve their employability, develop their ability to play a positive role in the society they live in and contribute to the social and economic well-being of the whole community.

Hounslow Education Business Partnership was recently recognised as one of the top EBPs in the country, rated “Excellent” under the Award for Education Business Excellence accreditation scheme.  Institute for Education Business Excellence Chief Executive said: “[Hounslow EBP is] leading the way in education and business partnership.”

Post holders will work as part of the HEBP delivery team staff in EMC offices or GSK House in Brentford.   The post will ideally suit self-motivated individuals that enjoy being part of a small but effective and dynamic team with the support of a wider organisation and an active board of trustees.

Job Details
Job title: Team Administrator
Unit: Business Links, Based at GlaxoSmithKline’s Brentford HQ, but may be required on occasion to work at other sites
Line manager: Business Links Co-ordinator
Job purpose
· To undertake the administration of the Education Business Partnerships contracts to ensure the delivery of a timely and effective service, including assistance with employer engagement and encouraging existing supporters to take part in school events / projects.  

· Provide general administrative support to the Education Business Partnership, particularly focusing on the Business Links Team.
Main responsibilities
	
	Approx. % of time

	Duties may include:

1. Providing administrative support for school based workshops and programmes 
2. Using computer systems, including word processing, Veryan, and excel to undertake accurate typing and data entry relating to, school work related learning programmes and events.

3. Ordering of stationery, resources and publications

4. Raising invoices out from the primary team you are supporting (Business Links)
5. To undertake the administrative arrangements and accurate recording of work related learning programmes and associated Health & Safety visits to ensure they meet agreed quality standards.

6. To handle telephone and written queries regarding EBP placements, programmes and events from schools, colleges, employers and parents.

7. To liaise with other central education business link organisations, employers and schools.

8. Contribute to the development and maintenance of the EBP database of contacts.

9. To meet safeguarding and risk assessment requirements and report incidents and seek advice where appropriate.

10. To understand and apply branding requirements and publications/publicity protocols.
11. To occasionally assist the work experience team from time to time. 

12. To help positively promote the HEBP organisation.

	100%




Other information:

This job description is not a complete list of responsibilities but defines the key components of the role. Within reason, the post holder must demonstrate a willingness and flexibility to vary and change their key tasks where necessary in order to meet the changing needs of the organisation.

Knowledge
	Essential
	Desirable

	· Knowledge of Microsoft Office packages 

· Business Administration Level 2 or equivalent.

· English GCSE grade C minimum 
· Highly numerate 

· Knowledge of how to effectively support the organisation 

	Knowledge of Veryan system


Skills and qualities
	Essential
	Desirable

	· Strong organisational skills and attention to detail.

· Ability to function as part of a team

· An ability to work well under pressure

· Common sense, diplomacy and knowledge of confidentiality issues

· Working knowledge of standard office procedures and ability to apply such knowledge to a variety of interrelated processes, tasks and operations.

· Interpersonal and influencing skills required to develop and maintain strong relationships and the trust and confidence of clients.

· Written, oral and listening skills of communication to work effectively with individuals and businesses.
· Sound knowledge of processes for managing invoices out of an organisation

	


Experience
	Essential
	Desirable

	· Supporting events organisation in a business, school or non-profit setting.

	


Salary 
20 hours per week at £13 per hour – three month fixed term contract.
Once an organisation restructure is completed there may be an opportunity to interview for a permanent position but there would be no automatic right to the role.
Post-holder may sometimes be expected to work flexible hours to meet the demands of service delivery, which can sometimes be outside usual office hours.

Appointment subject to reference checks (waived for existing contractors), basic/ enhanced CRB (if required) and passing GSK company security vetting (if required)
Reporting to:

Line Management – Business Links Co-ordinator 
Application

CV and cover letter to ruby.mir@hounslowebp.org.uk by Friday 2 March 2012
Interview date – Thursday 8 March 2012
We would also encourage candidates to complete our Equal Opportunities monitoring form.
Further information 

Hounslow Education Business Partnership website

http://www.hounslowebp.org.uk
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