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JOB DESCRIPTION
JOB TITLE: Health and Social Care marketing and administrative assistant
REPORTS TO: Centre Manager
LINE MANAGEMENT: No
HOURS:  25per week 
SALARY: 18k Pro rata
Purpose of Job
To assist in the design and delivery and marketing of apprenticeships and training opportunities to the health and social care sector and assist in the promotion of associated care sector funding whilst maintaining a high level of customer service to internal employees and external organisations

1. To assist in the design and delivery of marketing material
2. To provide administrative support for the apprenticeships, diploma’s and   training programmes offered by Care Training Solutions

     3. Liaison with internal personal and external organisations

4. Monitoring, recording and reporting on marketing progress within timescales.

5. Keeping accurate and up to date records
6. Attend marketing events

7. To be the first point of contact for telephone and email enquiries in relation to training enquiries
8. Manage the administration process for all Training offered by Care Training      Solutions
9.Coordinate all practical arrangements for the running of in house and external  training events including overseeing of room and equipment bookings, course materials and facilitators of training events where required

10. Responsible for maintaining training records, ensuring recording the receipt of training is maintained and training certificates are issued.
11. Manage and produce training reports and statistics for management meetings and external organisations as required

     12. Maintain up to date database of information

     13.  Brief Care Training Solutions on training performance and progress

     14. Assist the Centre Manager for Care Training Solutions in the administration

    Process associated with funding of apprenticeship, diplomas and training

     15. Attend pertinent meetings and events 
     16. Provide office cover and deal with general telephone enquiries.

     17 Carry out other admin tasks as requested.

Other Responsibilities
1. Support the Care Training Solutions values and strategic objectives within the context of the duties of the post
2. Support and adhere to Care Training Solutions policies on equality and diversity
3. Comply with the requirements of the Data Protection Act and associated legislation insofar as they relate to the duties of the post
4. Ensure compliance with good Risk Management Practice
5.  Adhere to Care Training Solutions Health & Safety Policy
6.  Comply full at all times with the Code of Conduct for staff and other associated policies relating to conduct at work
7. To carry out any other duties appropriate to the post as necessary or required by line manager.

PERSON SPECIFICATION
Health and Social Care marketing and administrative assistant 

1. Education

· Educated to GCSE Grade a-c or equivalent
2. Work Experience

· A period of work experience in assisting in the marketing of apprenticeships, diploma’s and vocational qualifications is essential
· Evidence of supporting organisations to achieve successful rates in start and completion of training is essential 
· General office experience is essential
· Knowledge of funded learning to support apprenticeships, diplomas and vocational training is desirable

3. Specialist  Skills

· Knowledge of the Health and Social Care Sector, good practice and legal training requirements 

· Knowledge of apprenticeships, diploma’s and vocational training

· Ability to develop, monitor and implement marketing material

· Ability to manage quality learning systems

· Confident and effective telephone manner

· Good overall verbal communication

· Good written communication to include literacy and 

· Numeracy skills

· IT literate with good keyboard skills and experience of using Email, MS Word and MS Excel 

4. Personal Qualities

5. Ability to deal and plan own workload
6. Able to work on own initiative 

7. Ability to work as part of a team
8. A commitment to Equal Opportunities and diversity
9. Flexible approach to demands and pressures of own job and team requirements
10. Interest in the company business and its objectives
11. Interest in Training  and funding 
