Mi & Training Administrator

 Job Description & Key Tasks
Responsibilities
1. To carry out internal audits of funded learning to ensure all regulations and financial compliance is met and produce and maintain audit action lists
2. To participate in 6 monthly mock audit for funded learning
3. To input learner information  into the internal management information system (PICS) 
4. Apply for PLR records and check complies with funding regulations

5. To set up, monitoring and maintaining manual learner records to meet awarding body and ESFA requirements
6. To contribute to planning and preparation of External Verification visits by providing data prior to planned visit
7. To use awarding body systems to ensure registration and certification of learners 
8. To input unit achievement, contacts and review records on PICS for learners using paper portfolios 
9. To booking exams using awarding body systems
10. To claim certificates for learners on frameworks using  ACE online system 

11. To provide employers with copies of certificates of achievement
12. To input mileage on spreadsheet for those with company cars
13. To provide performance reports on evaluation, review feedback 

14. To provide assessors with caseload lists each month

15. To produce monthly unregistered learners list and distribute to other MI staff and team managers

16. Carryout telephone learner surveys, report any concerns, collate information and report outcomes

17. To ensure car drivers update information annually, monitor annual serving and MOTs and deal with any accident and repair reporting.
18. Maintain private mileage spreadsheet for compliance with company policy

19. To ensure course directory is up to date, quarterly

20. To monitor stationery supplies, photocopier and order supplies

21. To update website and publish learner of month and newsletter web and edmodo
22. To print paper copies of resources to support delivery
23. To support the Management team and centre staff by providing administrative input for letters, minutes, messages, telephone calls etc
24. To meet and greet visitors, answer telephone calls and deal with internal and external enquiries, signposting appropriately.
25. To participate and actively contribute to improving service standards and service development.

26. To carry out any other duties deemed reasonable by their line manager
