
 

 
 
 

Senior Administrator and Office Coordinator 
 
Nature of the role: Full time  

Salary: £26,000 - £30,000 ( plus up to £2, 000 uplift dependent on relevant experience). 

Closing date for applications: Friday 28 February 2020. (We reserve the right to remove the 
advert should an excellent candidate be identified before this date so early applications are 
recommended). 

 
Welcome to Ada!  

 
We are looking for a Senior Administrator and Office Coordinator who is inspired by Ada’s 
mission and who is keen to work with and support our community of apprentices to become 
the next generation of technical talent in some of the UK’s most prestigious organisations. 
 
We are a specialist digital skills college with deep industry relationships. Our mission is to 
support young people with an interest in tech into fantastic roles in the sector, transforming 
their lives in the process. We have a significant focus on recruiting those from disadvantaged 
backgrounds, to promote positive social mobility, and young women, to address the gender 
disparity in the sector.  
 
From a standing start in May 2017, we have grown rapidly to work with 33 blue-chip companies 
such as Deloitte, Expedia and Salesforce. We now have over 230 apprentices on roll across 
our three higher-level digital apprenticeship programmes: Software Developer, Data Analyst 
and IT Consultant. 33% of our apprentices are young women, 33% are BAME and 25% come 
from disadvantaged backgrounds. 
 
You will play a vital role in co-ordinating the running of the programmes on a daily basis initially 
in our dedicated training space in Whitechapel. You will liaise with the different teams and 
ensure communications and the flow of  information to all stakeholders is efficient and timely 
and that the learning environment is well-maintained.  
 
In the next three years, you will help support, plan and implement the transition to larger state-
of-the-art facilities, launch new programmes, on-board increased volumes of colleagues and 
apprentices and ensure efficient collaboration with our Manchester apprenticeship pilot 
(opening in Autumn 2020).  
 
Purpose of the Role: 
 
We seek a well-qualified and experienced Senior Administrator to support with the efficient 
day-today running of our fast growing apprenticeship programmes.  The salary for the role is 
between £24,000 and £30,000 dependent on relevant experience and qualifications.  
 
The role is vital in ensuring the smooth planning and delivery of our programmes which have 
multiple stakeholders.  You will have to think on your feet and use initiative in a fast moving 
and demanding environment. In addition to overseeing scheduled work, there are daily, 
weekly, termly and annual routines to adhere to.  
 
This opportunity requires a proactive, highly organised and committed individual, capable of 
organising and supervising all of the administrative activities that facilitate the smooth running 
of multiple fast-growing programmes and a dynamic learning environment.  



 

 

Job Description 
 
Coordination 

● Organising the apprenticeship calendar and ensure all team members are coordinated 
and reminded of key events 

● Support the construction of an efficient timetable that delivers the College’s curriculum 
vision and secures efficient use of the human and physical resources 

● Foster coordination between the different apprenticeship teams through clear 
communication and effective professional relationships holding people to account for 
actions and corresponding deadlines 

● Taking clear minutes and well communicated actions which are supported to 
conclusion 

● To provide an efficient and regular secretarial service to members of ELT when needed 
● To offer full administrative support of events in conjunction with other team members 

including Partners’ Events, recruitment fairs or other promotional events. etc.  
● Monitor stocks of stationery/refreshments and place orders as appropriate ensuring 

that the college’s resources are used efficiently to avoid wastage 
 
Front of house:    

● To be the lead administrator on site and the welcoming face of Ada, supporting 
apprentices, staff and visitors with their enquiries and taking responsibility for the 
visitors’ signing in and out system including access passes  

● Answering the telephone and ensuring correct procedure is followed regarding 
enquiries   

● Dealing promptly and efficiently with incoming and outing post making sure it is 
delivered to the relevant people at the college   

 
Buildings Management 

● To manage the building and ensure that it is ready for the apprentices. This involves 
developing relationships with the outsourced cleaners and caretakers and their 
respective managers 

● Drive improvements in the physical space 
● To ensure that all areas are kept clean and tidy at all times, including the Meeting 

Room in advance of and after any external or internal meetings 
 
Administration 

● Maintaining accurate attendance records  
● Owning the apprenticeship inbox and ensuring that we meet our SLA response times 
● To be proactive with all emails and other communications received from stakeholders 

using initiative with responses and consulting as required  
● Leading the communications to apprentices to ensure that they are ready and well 

prepared for their studies and are up to date with key information 
● To support the production of high quality documents, upholding the Ada house style, 

which may include reports, policies and updates to the website 
● To offer full administrative support of events in conjunction with other team members 

including Partners’ Events, recruitment fairs or other promotional events. etc.  
 
Organisational Management  

● Contribute to the development of office systems and processes 

● Keep accurate records and data to help drive improvements 

● To ensure that all appropriate records are maintained and necessary returns are 
completed and submitted by the set deadlines 

● Manage petty cash 

● Assist in the management of the administration of facilities including use of premises 



 

 

 
Support to Health and Safety & Premises  

● Conduct weekly building walk throughs and proactively identify issues or necessary 

improvements, ensuring that these are actioned 

● Maintain all rooms and storage areas in an uncluttered, clean and tidy state at all times 

● Work with the Business Manager to develop and implement interventions to review 

and test the health and safety culture; enforcing compliance where necessary  

● Liaise with all contractors who are appointed to carry out repairs and maintenance, 

including photocopier engineers, monitoring work carried out and raising with line 

management where deficiencies in service are noted 

● Carry out emergency/occasional cleaning and clearing requirements within the 

buildings and across the site in the event of leaks, floods, poor weather, soilage, 

personal illness, breakage and spills 

● Act as Fire Officer, organising risk assessments and fire drills ensuring we have a 

robust fire escape plan in place  

● Provide regular updates on work completed, outstanding or requiring attention to line 

management as agreed in verbal and/or written format 

● Conduct facilities inductions for all our new starters 

● Administer First Aid when required (First Aid training will be provided). 

 

General Support to the College (this list is not exhaustive and is subject to change)  
● Promote and safeguard the welfare of young persons you are responsible for or come 

into contact with.  

● Be aware of and comply with policies and procedures relating to child protection, 

health, safety and security, confidentiality and data protection, reporting all concerns 

to an appropriate person.  

● Be aware of, support and ensure equal opportunities for all.  

● Contribute to the overall ethos/work/aims of Ada.  

● Appreciate and support the role of other professionals.  

● Attend and participate in relevant meetings and events as required.  

● Participate in training and other learning activities and performance development as 

required.  

 

Line Management (as a future aim) 

● Manage any support staff deployed for work in administration/facilities at the site 

including: 

o allocation of work on a daily/weekly basis 

o providing guidance and training as required 

o setting objectives, undertaking probation reviews, offering feedback and managing 

performance through the appraisal system. 

  



 

 

 

 
Person Specification 
 

Qualifications  

NVQ 5 or equivalent in a relevant discipline or proven experience in a similar role.  

The post holder will have a technical knowledge of statutory Health and Safety Regulations and 

ideally hold a formal qualification.  

Experience and Knowledge  

Experience of operations and of administrative systems.  

Outstanding organisation skills with the ability to prioritise effectively 

Good numeracy/literacy skills 

Very good ICT skills 

Ability to work constructively as part of a team, understanding roles and responsibilities and your 

own position within these  

Ability to relate well to learners and to colleagues 

Excellent communication skills 

Awareness of relevant legislation and an understanding of the importance to respond appropriately 

in this regard 

Personal Attributes  

An ambassador for Ada   

Apprentice experience focused 

Has a friendly yet professional and respectful approach which demonstrates support and shows 

mutual respect 

Communicates effectively - Open, honest and an active listener 

Takes responsibility and accountability 

Committed to the needs of stakeholders 

Demonstrates a “can do” attitude including suggesting solutions, participating, trusting and 

encouraging others and achieving expectations 

Is committed to the provision and improvement of quality service provision  

Is adaptable to change/embraces and welcomes change 

Acts with pace and urgency being energetic, enthusiastic and decisive  

Is committed to the continuous development of self and others by keeping up to date and 

sharing  

knowledge, encouraging new ideas, seeking new opportunities and challenges, open to ideas 

and developing new skills 

Commitment to safeguarding and promoting the welfare of young people  Willingness to 

undergo appropriate checks, including enhanced DBS checks  

 Able to deal with sensitive information in a confidential manner 

 

Has the ability to learn from experiences and challenges 

  
 

 


