
 

JOB DESCRIPTION    
 

JOB TITLE: Special Provision Administrator   
  

DIRECTORATE 
 

CURRICULUM AREA 

Learner Development & Inclusion 
 

Extended Learning  

  
RESPONSIBLE TO: Head of Extended Learning 

  
  

RESPONSIBLE FOR: 
 

 

No subordinate staff  

  

  
 

MAIN TASKS AND RESPONSIBILITIES: 
1. Administrative duties  

2. Administration of Admissions Services  
3. General responsibilities  

 

 
1. Administrative Duties  

 
 Ensures that all documentation is appropriate and maintained 

in an accurate manner.  
 To support College events programme; information evenings, 

enrolments etc. (including outside of office hours).  
 Receives enquiries and messages and deals with all internal 

and external communications effectively and efficiently in a 
confidential manner.  

 To provide effective administrative support to systems and 
processes; including Student progress reports, Student 

Support, Disciplinary process, Induction, Educational visits, 
Surveys etc.  

 Participates in student recruitment and enrolment processes.  

 The administrative assistant will ensure that all of the 
appropriate paperwork associated with EHCP are kept up to 

date and are available for all staff and monitoring processes.  
 The administrative assistant will ensure that all appropriate 

activities have been EVOLVE approved before they take place, 
and all subsequent processes, such as registers are 

completed.  
 The administrative assistant will be responsible for 

appropriate processes associated with enrichment activities, 
such as bookings, payments and transportation.  



 The administrative assistant will provide the administrative 

support to ensure all medical requirements associated with 
the complex needs of learners, within the unit, are recorded, 

communicated and implemented.  
 

 
 

2. Administration of Admissions Service  

 Assists with the recording of Admissions application forms and 

associated paper work. Liaises with applicants and their 
sponsors to ensure that they are informed about their 

application.  

 Assists with the arrangements of interviews and their 

outcomes, ensuring timely information is given.  

 Ensures that the information and advice given to clients and 

their parents/employers is accurate and supportive.   

 
 

3. General responsibilities  

  To take personal responsibility for safeguarding and 

promoting the welfare of children and vulnerable adults.  

  To contribute to the attainment of the College’s strategic 

objectives as appropriate.  

  To comply with all College policies, procedures, practices and 

rules as may be made from time to time.  

  To take responsibility for own professional development and 

ensure up to date knowledge on all areas associated with HR 
administration.  

  To take an active part in staff development and appraisal 
systems.  

  To undertake such other duties as may reasonably be 

required of you, commensurate with your grade and general 
level of responsibility at your present place of work or any 

other establishment for which the College provides services.  

 

 

 

NB: In consultation with you this job description is liable to 
variation by College Managers to reflect or anticipate changes 

in the College’s requirements. 
 

 
 



 

PERSON SPECIFICATION 
 

 

JOB TITLE:  Special Provision Administrator   
 

DEPARTMENT: Extended Learning 
 

Information for candidates: 
The person specification provides an outline of the experience, skills 

and abilities we expect the successful candidate to possess.  You 
should match your own skills, experience, and abilities to those listed 
below.  Tell us in what way you have carried out the criteria asked for; 

a sentence or two of explanation will help us to assess your 
application. 

 
Applications from people with disabilities will be assessed based on the 

specification criteria to carry out the duties of the post. 
 

Criteria Essential 
√ 

Desirable 
√ 

Skills and Abilities 

1. Able to work accurately and in 
specified timescales 

 

√  

2. Excellent communication skills and 

telephone manner 
 

√  

3. Highly developed organisational skills 
and able to pay attention to detail 

 

 
√ 

 

4. Flexible and able to contribute to a 
team approach 

 

√  

5. Proven ability to use of Microsoft 

Office Products including Excel, and 
Word 

 

√  

6. Knowledge and understanding of 

EHCPs 

 √ 

7. Ability to ensure College 

visit(EVOLVE)process is adhered to  

√  

8. Ability to manage Enrichment 

programme  

√  

9. Ability to ensure all student medical 
information is current and complies 
with college policy 

√  

10.    

Experience 
 



1. Working in busy environment √  

2. Previous experience working with 
external stakeholders 

√  

3. First Aid experience  √ 

4. Working in SEN environment  √ 

Education / Qualification 

 

1. Maths and English GCSE at C grade 

(or equivalent) 
 

√  

Special Knowledge 

1. Further Education/School Sector 

 

 √ 

Other 

1. Able to work flexibly and under 

pressure 

√ 

 

 

2. Takes responsibility for safeguarding 

and promoting the welfare of children. 
√  

 
 


