Job Description

Job Title: Sales Support Administrator 
Report to: Hien Nguyen – Head of Administration 

Job purpose
To undertake and support the Head of Administration in the management, development and implementation of effective and efficient procedures and processes for the administration at Ashbourne and to contribute to the development and maintenance of an effective and efficient administration team to achieve Ashbourne's aim to be the leading sixth form college in London.

1. Non Term Time Courses and Easter Revision
Aim: Work with the Head of Administration to promote the Ashbourne Non term time courses, including Individual (121) tuition programme and Easter Revision. Ensuring the students benefit from it and obtain feedback.
1.1 
Manage non-term time courses at Ashbourne College such as:

a. Individual tuition
b. Outside of normal working hours (e.g. evening & Saturday classes)

c. Half term

d. Easter Revision

e. Christmas Revision

f. Summer Courses

1.2 
Research various Colleges in London to ensure that non-term time courses at Ashbourne are competitive and effective, especially with consideration for price and courses offered

1.3 
Liaise with Head of Administration and tutors to identify students who might require Individual tuition and arrange the tuition with parents, students and tutors 

1.4
Update Easter Revision courses and availability, which includes liaising with tutors 

1.5 
Ensure website is kept up to date with information regarding Easter Revision

1.6
Promote Easter Revision to ensure all Ashbourne students attend at least one course and work with admissions team to recruit external students 

1.7
Ensure all external students for Easter Revision complete necessary student registration process and are introduced to tutors to help them settle in 

1.8 
Follow up with Easter Revision feedback for external students

1.9
Liaise with relevant departments regarding students required to attend summer courses, such as EFL courses or any other academic course

1.10
Review feedback for the relevant courses and propose necessary changes 
1.11
Ensure that TT and Individual tuition policies are up to date. These policies need to be reviewed on a yearly basis. 

2
Time Table Support
2.1
Liaising with Head of Administration regarding timetable changes

2.2
Implementing timetable changes and ensuring room sizes are appropriate for student numbers

2.3
Distributing new timetables when necessary

2.4 
Keeping students, parents and tutors up to date about timetable changes

3
Relevant Policy Updating

3.1
Annually review relevant policies that correspond to job description 

3.2
Research other policies and Ofsted regulation to provide feedback about updates/changes to relevant policies

4
Reception Cover Duties

4.1
Assisting Front Desk team with reception cover for one hour per day during lunch cover

4.2
Ad hoc reception cover and reception lunch cover

5
Ad Hoc Support

5.1
Any other task requested by line manager or principal
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