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	DESIGNATION: GRADUATE TRAINEE – LEARNING CENTRE



	DIRECTORATE : 

CURRICULUM & QUALITY
	DEPARTMENT : 

LEARNING CENTRE
	CONDITIONS OF SERVICE : BUSINESS SUPPORT 




	HOURS : 36 HOURS PER WEEK
	GRADE : SCALE 3/4
	EFFECTIVE DATE : 1st August 2010



	REPORTS TO: LEARNING MANAGER



	SUPERVISES: 

NIL


JOB PURPOSE:

· Work to a high standard in a range of placements across the organisation, undertaking specific project work or operational delivery for the host employing department, developing key skills and building upon organisational understanding. 
· Undertake training in a relevant professional vocational qualification. 
· Work on building strong professional relationships within the College to improve cross-division understanding and partnership working 
· Demonstrate commitment to continuous personal and professional development through active participation in employment opportunities.

CORE DUTIES:

1. To undertake research and analysis of data.

2. To prepare basic reports as may be required.

3. To carry out a full range of administration functions including filing, photocopying and answering enquiries in person, in writing or on the telephone.

4. To manage both computer and paper diaries for both yourself and, if necessary, the work area.

5. To use IT (especially spreadsheets/graphs, presentation packages and Word Processing) and the Internet for a range of functions including research.

6. To assist in managing internal and external correspondence and prepare draft responses arising therefrom.

7. To communicate effectively with internal or external customers.

8. To present and promote the College and the work of the Division in a positive and enthusiastic light.

9. To contribute to the Department to meet objectives with regards to both service and delivery.
10. To have a duty of care to yourself and others regarding Health and Safety issues. Consequently, you must use machinery, equipment etc in accordance with the relevant training and instructions. You must also report to your line manager any health and safety dangers or shortcomings which may affect you or others arising out of your work.

11. To have responsibility for ensuring Equality of Opportunity, Performance and Standards and Health & Safety at Work Policies and Procedures are implemented. To not discriminate against students or potential students, or employees or potential employees, by reason of their disability, race, or gender.
12. To undertake other duties as pertinent to the scope of the post as directed by your Line Manager, Director and Principal.

These are the key tasks as currently defined; they are not listed in priority order and should not be taken to be so.  The duties will be subject to periodic review and the postholder will be expected to take on such variations within the constraints of the grade and level of responsibility of the post.

Signature of Employee: 





 Date: 






Signature of Line Manager: 




 Date: 






PERSON SPECIFICATION

JOB TITLE:

Graduate Trainee



GRADE: 
Scale 3/4
DEPARTMENT:
Learning Centre



JOB TIME: 
Full Time

HOURS:

36 hours a week

CRITERIA

SKILLS/ABILITIES/KNOWLEDGE

1. Ability to communicate effectively, both in writing and orally with a wide range of people including College staff to ensure that the requirements of the post are met.

2. Ability to establish, maintain and update record keeping systems as required.
3. Knowledge and experience of working with databases, spread sheets and word processing packages.

4. Ability to work effectively as part of a team and on your own initiative

5. Ability to demonstrate an understanding of Customer Care and Equal Opportunities issues and why it is important in an education sector.

6. Ability to problem solve and provide quick solutions to urgent requests.
QUALIFICATIONS/EXPERIENCE

1. Education to at least degree or equivalent level.
2. Experience of setting priorities, meeting deadlines and working on own initiative.

3. Experience of using databases, spreadsheets and work processing packages.

CONTRACTUAL REQUIREMENTS

1. Willingness to work extra hours as required during busy periods

2. Ability to travel between sites when required.

3. Ability to actively demonstrate good work performance with respect to sickness absence and punctuality in the last two years.
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