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Welcome
Thank you for your interest in joining ARC Scotland.
We believe it is possible to achieve change for a more inclusive Scotland.  Through our training, consultancy, networks and resources, we bring people together to learn, share ideas and make positive change happen. People with lived experience are at the heart of everything we do. 
Our Accredited Training Team supports people and organisations across Scotland to access recognised qualifications and learning opportunities that strengthen the health and social care workforce and improve outcomes for the people they support.
We're looking for someone who shares our values and enjoys helping people, solving problems and making things happen.
Why This Role Matters
Qualifications can open doors.  Qualifications support people to deliver impactful and meaningful care and support. 
They help people develop confidence, build careers.
As an Administrator, you'll play an important role in making that happen.
You will often be the first person that learners, employers and partners speak to when they contact ARC Scotland. You'll help people navigate the qualification process; access the information they need and make sure they feel supported throughout their learning journey.
While much of the work is administrative, the impact is very human. Your organisation, communication and attention to detail will help create positive experiences for learners across Scotland.
About the Team
You will join a small, friendly and supportive team that works closely together.
The Accredited Training Team consists of:
· Head of Accredited Training
· Accredited Training Coordinator
· Senior Administrator
· Administrator
The team works collaboratively, sharing knowledge, supporting one another and focusing on achieving the best outcomes for learners and employers.
This role reports directly to the Head of Accredited Training and works closely with the Senior Accredited Training Administrator and Accredited Training Coordinator.
What Success Looks Like
· After your first few months in the role, you will:
· Feel confident supporting learners through enrolment, registration and completion processes.
· Build positive working relationships with employers, Assessors, Verifiers and colleagues.
· Be comfortable using ARC Scotland's systems and processes.
· Respond confidently to enquiries and provide excellent customer service.
· Contribute ideas that improve services and learner experiences.
· Be seen as a trusted and reliable member of the Accredited Training Team.
The Kind of Person Who Will Thrive
· You do not need to know everything about qualifications before you start.
· What matters most is your approach.
· You'll thrive in this role if you:
· Enjoy helping people and providing excellent customer service.
· Take pride in being organised and getting the details right.
· Communicate confidently and professionally.
· Are comfortable managing several tasks at once.
· Like finding solutions and improving the way things work.
· Enjoy working as part of a team.
· Care about inclusion, dignity and making a positive difference.
The Challenges
Like any role, there are challenges.
You may be balancing enquiries from learners, employers and Assessors while managing competing deadlines.
You'll be working with information that needs to be accurate and up to date.
You will need to be comfortable learning new systems and adapting as services develop and improve.
The role requires someone who can stay organised, prioritise effectively and maintain a positive approach when things become busy.
The Opportunities
This is a role with genuine opportunities to learn and develop.
You will gain experience in:
· Qualifications and accredited learning.
· Customer service and stakeholder engagement.
· Digital systems and administration.
· Financial administration and reporting.
· Quality assurance processes.
· Service improvement and organisational development.
As ARC Scotland continues to develop its Accredited Training provision, there will be opportunities to contribute ideas, shape improvements and develop your own skills and experience.
Our Commitment to You
In return, we offer:
· A supportive and collaborative team environment.
· Flexible and home-based working.
· Opportunities for learning and professional development.
· Meaningful work that contributes to positive outcomes for people and communities across Scotland.
· The opportunity to be part of an organisation committed to inclusion, participation and social change.
Before You Apply
We encourage applications from people with a wide range of backgrounds and experiences.
If you share our values, enjoy working with people and believe you can make a positive contribution to the team, we would love to hear from you.
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