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Job Description  
Job Title: 


Additional Learning Needs (ALN) Administrator
Department: 

Learner Services

Location:


Cross Campus role – based to be decided
Reporting to: 

Additional Learning Needs Manager
Accountable to: 

Director of Quality and Learner Services
Job Purpose:
To have primary responsibility for the provision of high quality administrative support relating to ALN.
Key responsibilities
· To undertake the administrative processes and procedures relating to ALN supporting the ALSCo and ALN Manager as directed. 

· To support ALN administration and liaison with MIS/Exam staff, to ensure accurate and timely records are maintained.

· Assist with ALN assessment scheduling and maintain up-to-date records for ALN.

· To support the ALSCo/ALN Manager with the full range of financial administrative duties including raising orders and invoices; GRN’ing and arranging payment of invoices; raising Requests for Payment; claiming payment for HE support.

· Co-ordinate the purchase, loan and maintenance of all specialist equipment.

· To support the ALSCo in the system based administrative processes and procedures associated with ALN Portal; EBS; EBiS/OA and iTrent.

· Communicate with schools to support effective transition arrangements for new learners. 

· Assist in ensuring support is allocated in a timely manner and support timetables are maintained up-to-date.

· To provide administration support to Heads of Learner Services to aid their line-management responsibilities to ASA staff, in relation to pay claims and sickness monitoring. 

· To contribute to and take part in campus based events such as enrolment, open days and ALN interviews. 

· To ensure that excellent customer service is provided in all dealings with external and internal stakeholders. 

· To generate and update publicity and marketing materials as required. 

· To contribute to the campuses’ general record keeping and audit duties as required. 

· To keep abreast of changes to policies and procedures and to make the necessary changes to administrative systems. 

· To ensure that all aspects of the Financial Regulations and Financial Control Procedures are followed. 

· To contribute to supporting and supervising learners, including taking action to ensure acceptable behaviour at all times. 

· To exercise responsibility for carrying out and adhering to the Health, Safety and Welfare Policy and Procedures, ensuring safe working practices at all times and liaising with the Health and Safety Manager to ensure accurate recording of related information. 

· Ensure compliance with all policies and procedures including Welsh Language, Information Governance/GDPR, Health and Safety and Safeguarding.

Person Specification – ALN Administrator
	Criteria 


	Essential 
	Desirable
	Assessed by

	1. Qualifications and training

	a) Sound working knowledge of Microsoft software preferably in an education setting 
	
	
	Application form

	b) Minimum of three GCSEs Grade A* - C including Maths and English or O level equivalent
	
	
	Application form

	2. Knowledge & Experience

	a) Experience of working with computerised Payroll systems is desirable
	
	
	Application form and at interview

	b) Experience of creating and maintaining accurate and detailed records
	
	
	Application form and at interview

	c) Existing knowledge of ALN is desirable
	
	
	Application form and at interview

	d) Experience of working with others both within and outside of your immediate area of work, developing productive relationships
	
	
	Application form and at interview

	3. Skills & Attributes

	e) Ability to demonstrate commitment to continual professional development
	
	
	Interview

	f) Highly customer focused

	
	
	Interview

	g) Ability to maintain a helpful and professional approach when dealing with staff, students and external stakeholders
	
	
	Interview

	h) Ability to prioritise and co-ordinate tasks and work well under pressure to meet deadlines
	
	
	Application form and at interview

	4. Personal Attributes

	i) Well organised and disciplined in approaching detailed tasks
	
	
	Application form and at interview

	j) Committed to staff development and training

	
	
	Interview

	5. Additional Requirements

	k) Ability to communicate through the medium of Welsh is desirable
	
	
	Application form and at interview

	l) Ability to travel between sites if required


	
	
	Interview
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