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Job Description
Educational Visits & Facilities Administrator

Reports to:	Director of Finance and Resources
Pay Scale	Points 7-8 [FTE salary £25,951 – £26,343 to be pro-rata's depending on number of hours]
Hours of Work:	Up to 30 hours per week, 210 days a year [Monday – Friday 8.30-am– 2.30pm]
___________________________________________________________________________________________
Key purpose of role:
EN staff arrange a comprehensive range of educational visits and the purpose of this post is to provide an outstanding service which enables students to take full advantage of these opportunities. The post holder will provide a high standard of administrative support for staff. 
The post holder will also liaise with Head of Estates and Facilities to provide administrative support with managing contracts. This will involve electronically filing contracts as well as liaising with contractors to ensure services are booked in a timely manner. 
___________________________________________________________________________________________
Main responsibilities:
The post holder will be responsible for:
1. Being the main point of contact for Educational Visits at EN with the organising and arranging of educational visits across all curriculum teams, to include details and logistics and maintain accurate records.

2. Ensuring that all bookings are confirmed and ensuring that teaching staff have completed the online system correctly.

3. Liaising with travel agents including arranging multiple quotes, risk assessments and payment plans, for educational visits.

4. Monitoring the system and updating to add/remove students to visits where necessary. 

5. [bookmark: _Hlk20214278]Coordinating the use of the College minibus and the hiring of other minibuses including liaising with the designated drivers for all College visits and sports fixtures. This will include maintaining the administration of the booking systems and ensuring staff follow the correct procedures. This also includes completing fuel card reconciliations for the cards that are used whilst driving for the College.

6. Tracking and receiving monies in payment for educational visits and comparing the financial results of the visit to the planning form. 

7. Booking the minibus in for safety checks, services and MOT’s, and ensure any required permits, dart accounts etc are up to date.

8. Liaising closely with other members of the Finance team in relation to invoice payments for visits/ minibus hire for visits, and recording payments in from parents/ funding for visits from external sources.

9. [bookmark: _Hlk20214341]Making recommendations and providing suggestions for ways to improve the student educational visit experience. This includes ongoing improvements and ways of streamlining the process using IT systems.

10. Liaising with the Head of Estates and Facilities to book contractor and services in as requested.

11. Assisting with electronically filing contracts and service records. 

12. Ensuring that trips are coordinated cross-College and are calendared effectively.

13. Any other reasonable duties within own sphere of knowledge and competence as requested by the Director of Finance and Resources, including support to other members of the Finance Team.
___________________________________________________________________________________________
All employees have a duty for safeguarding and promoting the welfare of children and young persons and must have due regard to the need to prevent people from being drawn into terrorism. Staff must be aware of the College’s procedures for raising concerns about children's welfare and must immediately report any concerns to the Designated Safeguarding Lead.  Staff must also ensure they attend the appropriate level of safeguarding children training identified by the College as relevant to their role.
___________________________________________________________________________________________
The post holder will also: 
1. Contribute to the College’s Quality Assurance processes as required.
2. Participate in the College’s Staff Appraisal Scheme as required and attend training and development as appropriate to the role.
3. Work within the guidelines and policy and procedure requirements laid down by College policies in such matters as Safeguarding and Equality and Diversity.
4. Demonstrate positive behaviours and day to day commitment to the College’s Core values of Excellence, Care, Diversity and Integrity.
5. The post holder will be required to carry out such reasonable additional duties as may from time to time be determined by their manager or College Principal.
6. This job specification is subject to annual review by the line manager and Principal. Any changes in substance or interpretation will be implemented after consultation with the post holder.
Health and Safety Responsibilities of all staff:
1. Under the Health and Safety at Work etc Act 1974 it is the responsibility of all individual employees to take care of their own health and safety at work, and that of others who may be affected by their acts or omissions at work. This includes co-operating with management in complying with health and safety obligations, particularly by reporting promptly any defects, risks or potential hazards.

2. Report any incidents, accidents and near misses to line manager in accordance with EN Policy.

3. Ensure that personal protective equipment (PPE) provided for their safety is maintained and used appropriately and that any problems are reported immediately to their line manager.

4. Report any health concerns to line manager or HR Adviser which may be work related or which may affect their ability to do their job safely.

5. Attend all statutory and essential H&S training as designated by the line manager. 

6. Comply with College and departmental H&S procedures relevant to their particular area and systems of work including emergency procedures
	Signed (postholder)
	    

	Date
	



PERSON SPECIFICATION: Educational Visits and Facilities Administrator 
	
CRITERIA                                            	

	
ESSENTIAL
	
DESIRABLE
	Assessed
 From:

	QUALIFICATIONS/
TRAINING
	General Level 3 standard of education e.g. A levels, BTEC National

GCSE Maths and GCSE English at C or above or equivalent at Level 2

	Admin qualification
	Application
Certificates

	KNOWLEDGE/
UNDERSTANDING
	Knowledge of a broad range of administrative tasks

Able to demonstrate good understanding of the principles of Safeguarding and Equality and Diversity as relevant to the needs of the post


	Experience of working in an educational environment
	Application Interview
References

	EXPERIENCE
	Relevant administrative experience

Excellent customer relations

Experience in formatting and presenting documents to a high standard


	Educational visit organisation 

Educational visit administration

Cash handling experience

	Application
Interview
References

	SKILLS/ABILITIES
	Good level of IT skills  and competency using MS Office (Word, Excel & Outlook)  and able to learn new systems as required

Able to work to a high degree of accuracy, confidentiality and with attention to detail

Able to work appropriately on own initiative and as part of a team understanding College roles and responsibilities 

Ability to remain calm and effective under pressure

Excellent interpersonal skills and able to relate effectively  to staff and students

Good telephone manner

	
	Application
Interview
Test
References

	ATTRIBUTES
	Positive attitude and commitment to continuous improvement

Commitment to promoting Equality and Diversity and the core values of the College

Supportive team player who enjoys effective collaboration with colleagues

Approachable and helpful attitude
	Willing to play a part in the wider life of the College community

	Interview
References



Excellence, Care, Diversity and Integrity
                                                              Educational Visits and Facilities Administrator October 2025
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