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JOB DESCRIPTION

Post: 	Business and Operations Officer 
Reports To: 		Vice Principal and Head of Business and Operations
Direct Reports: 	None
Location: 		Orpington 
Salary:		£25000 Actual (£27,660 FTE)
Hours: 		37 Hours a week, term time only plus two weeks (41 weeks)

Our belief: 
“RSBC believes that every blind young person should have the chance to live life without limits.”
By giving young people the essential skills to take control of their life, they can unleash their true potential. 

Our success depends on our values
Underpinning all of RSBC’s work are values embedded in trust and excellence.				
TRUST: Respect & accountability.
ENERGY: Straight talking & constantly learning.
AMBITION: Confronting reality & driving results.
MOTIVATION: Vision Impaired children and young people are our No 1 priority & solutions, not problems.

Primary Objectives
1. To support the Vice Principal in the student admissions and onboarding process.
2. To assist with the College staff onboarding processes.
3. To take primary ownership of the College MIS system ensuring that it is accurately maintained and fully utilised.
4. To support the College Administration Coordinator in ensuring that the general administrative needs of the college are fully met.

Key Tasks and Main Duties

Student Admissions
1. Assist with the organisation, preparation and facilitation of the pre-entry assessment processes in liaison with the relevant College staff.
2. Arrange meetings and events for student admissions and ensure marketing opportunities are met liaising with other staff as required.
3. To work alongside the Vice Principal/Head of Business and Operations to produce curriculum offer letters in order to secure funding for prospective and current student placement funding.
4. Take high quality minutes at internal and external meetings when required.
5. To support the Vice Principal/Head of Business and Operations in preparing student costings and circulate to relevant external stakeholders and follow up to secure funding.
6. Ensure that relevant contracts are in place for all placements.
7. Collate student information from the induction process at the start of every academic year and ensure that student details are set up in Databridge (College MIS system).
8. To complete partnership college course applications for new students. 
College Operations
1. To act as the primary point of contact within the College for MIS usage, coordination and training.
2. Support the HR Manager and Hub Managers to provide administrative support and co-ordination for staff onboarding processes including safeguarding training and MIS set-up.
3. Support the Vice Principal/Head of Business and Operations with facilities, Health and Safety and contractual matters as required.
4. To create forms and surveys for college data collection for the College Leadership team and Governors.
Financial

1. Support the Vice Principal/Head of Business and Operations with budget planning as required.
2. To support the College Administration Coordinator with the additional hours, expenses and credit card reconciliation processes.
3. To provide the College Administration Coordinator with support for the staff Oyster card and student debit card reconciliation processes.




General
1. Understand and promote the Safeguarding of students, understanding of relevant policies and protocols, reporting any concerns promptly, following the College procedures. 
2. Compliance with all GDPR requirements.
3. Ensure that Equality and Diversity is embedded in all activities.

This Job Description cannot be considered to be exhaustive and other duties not included above may arise from time to time. On the understanding that such duties are commensurate with the purpose of the job and have been identified by the post holder’s line manager and advised to the post holder, then such additional duties shall form part of the requirements of this post.




PERSON SPECIFICATION

Educational and Professional Qualifications

Essential:
Degree (or Level 6) in Business, Finance, Mathematics or related numerical/operational discipline.

Skills, Experience and Knowledge

Essential
1. Strong writing skills – able to write clearly and persuasively.
2. Excellent communication and negotiation skills both orally and written.
3. Strong numerical skills.
4. Strong attention to detail and accuracy. 
5. Excellent minute taking skills. 
6. Ability to think creatively and problem solve. 
7. Excellent IT skills and strong knowledge of all Microsoft Office packages.
8. Good interpersonal skills.
9. Good telephone manner.
10. Ability to organise and prioritise a varied workload to meet deadlines.
Desirable
1. Previous experience of MIS/Database systems and ability to adapt to new systems as needed.
2. Experience of working with young people with vision impairment and other additional learning needs and/or disabilities. 
3. Experience in an educational or charity setting, in an administrative role. 

Personal Attributes
1. An interest in the education of Visually Impaired children and young people with SEN.
1. Ability to use initiative and professional standards to inform practice.
1. An enquiring mind and desire to understand how the college is impacting the performance and opportunities of students and how it can be improved.
1. Self-motivated and dependable. 
1. Persistent and able to work with college leaders in complex and sensitive circumstances.
1. Effective team worker, able to share ideas and make best use of resources available. 
1. Able to understand and interpret sensitive information and apply appropriate levels of confidentiality.
1. A commitment to the demands of the role. 
1. A commitment to developing skills and knowledge through training and taking up briefings and networking opportunities.
1. Commitment to equal opportunities and anti-discriminatory policies.
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