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ADMINISTRATOR

Job Details
Hours: 		20 hours per week
Location: 		Home-based, with travel to the ARC Scotland office in Eskbank
Salary: 		£26,941 - £30,456 per annum (pro rata)
Contract: 		Permanent
Responsible To: 	Head of Accredited Training

About ARC Scotland
ARC Scotland achieves change for an inclusive Scotland. 
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.
Purpose of the Role
The Administrator supports learners, employers and colleagues to engage successfully with ARC Scotland's qualifications and accredited training programmes.
The role provides high-quality administrative and customer support, helping ensure learners receive a positive and well-organised experience from enquiry through to completion.
Working closely with colleagues across Accredited Training, the postholder helps create positive learning experiences and contributes to the effective delivery of qualifications and accredited training programmes.

Working Relationships
· Reports to the Head of Accredited Training.
· Works closely with the Senior Administrator and Accredited Training Coordinator.
· Builds positive relationships with learners, employers, freelance Assessors and Verifiers, and colleagues across ARC Scotland.
· The Head of Accredited Training has line management responsibility for this role.
How You Will Contribute
Supporting Learners and Employers
· Provide a welcoming first point of contact for enquiries about qualifications and accredited training.
· Support learner enrolment, registration, completion and certification processes.
· Help ensure learners receive timely information, resources and support throughout their qualification journey.
· Build positive relationships with learners, employers, Assessors, Verifiers and colleagues.
Supporting Service Delivery
· Ensure learner records and information systems are accurate, accessible and up to date.
· Support qualification delivery in line with awarding body requirements.
· Assist with quality assurance activities, meetings and events.
· Produce reports, correspondence and information that support effective service delivery.
Supporting Financial Processes
· Prepare invoices and supporting documentation.
· Support accurate financial administration, including learner payments, funding arrangements and invoicing processes.
· Identify and escalate issues that may affect learner progression or service delivery.

Improving Services
· Contribute ideas and feedback that improve services and learner experiences.
· Support the introduction of new systems, technologies and ways of working.
· Participate actively in team meetings and organisational development activities.
· Demonstrate ARC Scotland's values in everyday practice.
Essential Criteria
· An understanding of and commitment to ARC Scotland's values.
· Experience working in an administrative role in a busy office. 
· Evidence of the ability to manage competing priorities independently 
· Experience delivering high-quality work to exacting standards.
Desirable Criteria
· Experience within a training, education, qualifications or learning environment.
· Experience of financial administration, invoicing or funding processes.
· Experience of Microsoft 365, SharePoint or other digital systems.
· Experience of working from home
· Understanding of Scottish Vocational Qualifications (SVQs), accredited learning or workforce development.
To apply, please send a statement of no more than two sides of A4 page setting out how you meet the essential criteria along with your CV to: andries.fourie@arcuk.org.uk
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