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	Job Description  

	
	Learning Academy Administrator (ILR, Exams)

	
	Service:
Reporting to:
Period:
Location:
	Pheonix Learning Academy
Organisational Development Manager
52 weeks / 36 hours / wk
The Hub

	
	Salary:
	£27050.40

	
	
	


[bookmark: _Hlk67065909]Aims of the post:
To provide high-quality administrative support for the Pheonix Learning Academy by ensuring that ILR data, examinations and certification processes are accurate, compliant and learner‑centred across all apprenticeships and full‑cost programmes.

Health & Safety:	

All Team Members have a statutory duty of care for their own personal safety and that of others who may be affected by their acts or omissions.

Team Members are required to co-operate with management to enable Phoenix Leading and Care to meet its own legal duties and to report any hazardous situations or defective equipment.
	
Key Responsibilities:

· Act as the central administrative contact for ILR, examinations and certification for all centre‑delivered programmes (apprenticeships and full‑cost).
· Maintain accurate learner records, ILR data and funding evidence, working closely with the Organisational Development Manager, HR Ops Manager, Quality, Finance and MIS colleagues.
· Administer all examinations and assessments, including learner registrations, entries, timetables, invigilation rotas, room bookings, special arrangements and post‑results services.
· Manage certification and results processes, ensuring timely claims, accurate records, secure storage and dispatch of certificates.
· Lead on the day‑to‑day administration of OneFile (or other e‑portfolio/ILR systems), including enrolments, progress tracking, evidence management and completion workflows.
· Produce regular reports and dashboards for the Organisational Development Manager / Centre Manager on learner status, attendance, achievement, progress and compliance.
· Provide excellent customer service to learners, employers, tutors, IQAs/EQAs, awarding organisations and internal colleagues.

WORKING IN PARTNERSHIP
· Act as first point of contact for ILR, exams and certification enquiries within the centre.
· Work collaboratively with Learning & Development, Quality, tutors/assessors, workplace mentors, Finance and MIS to ensure that learner data is consistent, accurate and up to date.
· Liaise with awarding organisations, EPAOs, ESFA/local authorities and external quality assurers regarding registrations, exams, results, certification and audits.
· Provide information, data and documentation to support internal and external assurance activity (for example awarding body reviews, Ofsted/ESFA/local authority audits).
TRAINING
· Maintain up‑to‑date knowledge of ILR guidance, ESFA funding rules, awarding body and examinations regulations relevant to the centre.
· Complete and maintain an appropriate Exams Officer qualification (or be willing to work towards one).
· Undertake training in OneFile and any other centre systems used for enrolment, progress tracking and ILR reporting.
· Support colleagues with basic training and guidance on the use of OneFile and associated administrative processes.

BUSINESS ANALYSIS, METRICS, REPORTING AND PROJECTS
· Maintain and develop tracking tools for learner enrolments, withdrawals, breaks in learning, extensions, achievements and end‑point assessment (where applicable).
· Run ILR exception reports and work proactively with relevant colleagues to resolve data issues prior to submissions.
· Produce regular and ad‑hoc reports on learner progress, achievement, exams, certification and compliance for internal stakeholders.
· Contribute to projects relating to the introduction of new qualifications, delivery models or systems from an administrative and data perspective.

HEALTH, SAFETY AND WELLBEING
· Be aware of the overall responsibility leaders have for health and safety arrangements within the service and the wider organisation.
· Take reasonable care of your own health and safety and that of others who may be affected by your work, including learners, visitors and colleagues.
· Follow the organisation’s health and safety policies, procedures and training at all times.
· Immediately report any health and safety concerns, incidents or near misses to your manager.
RELATIONSHIPS
· Establish and maintain professional, supportive relationships with learners, employers, tutors/assessors, IQAs, EQAs and awarding body representatives.
· Work as an integral part of the Learning & Development and wider organisational teams to support high standards of service.
· Always represent the organisation and our services in a professional and positive manner.

PERSONAL RESPONSIBILITIES
· Maintain a clear understanding of, and comply with, the legal and regulatory frameworks within which the centre operates (including safeguarding, data protection and funding compliance).
· Understand your responsibilities for safeguarding and promoting the welfare of children, young people and adults at risk, and follow organisational policies and procedures.
· Maintain appropriate confidentiality of information relating to learners, employers and colleagues, and comply with Data Protection and UK GDPR requirements.
· Take responsibility for your own professional development, including attending mandatory and role‑specific training.

MANAGEMENT
No formal line management responsibility.
May coordinate the work of invigilators or casual administrative support during busy examination or enrolment periods.


Person Specification
APP – Application          INT = Interview          AST = Assessment

	Essential Criteria
	Measurement

	
	APP
	INT
	AST

	Good general education with minimum GCSE / equivalent in English & Maths.
	
	
	

	Excellent written and verbal communication skills.
	
	
	

	Good IT skills, including Microsoft Word and Excel, and confidence working with databases or MIS systems.
	
	
	

	Strong attention to detail and accuracy in data entry and record keeping.
	
	
	

	Experience of working in an administrative role in education, training, exams, MIS or another data‑focused environment (or transferable experience).
	
	
	

	Excellent organisational skills, with the ability to plan, prioritise and meet deadlines.
	
	
	

	Understanding of, and commitment to, safeguarding, equality, diversity and inclusion.
	
	
	

	Motivated, flexible and resilient, with the ability to work both independently and as part of a team.
	
	
	







	Desirable Criteria
	Measurement

	
	APP
	INT
	AST

	Experience of working within a school, college, training provider or similar learning environment.
	
	
	

	Experience of ILR data, ESFA funding rules and/or apprenticeship compliance.
	
	
	

	Experience of administering examinations and/or assessment arrangements.
	
	
	

	Experience of using OneFile or another e‑portfolio / learner management system.
	
	
	

	Experience of liaising with awarding organisations, EPAOs or external quality assurers.
	
	
	

	Exams Officer qualification (or currently working towards).
	
	
	











	Organisation Values
	Measurement

	
	APP
	INT
	AST

	Honesty
	Mutual honesty is the cornerstone of any relationship we build with the people we work with.
	
	
	

	Empathy
	We work to understand and empathise with all the individuals we care for – it is important we show empathy and not sympathy.
	
	
	

	Aspiration
	We work to assist all individuals aspire to achieve their goals and outcomes.
	
	
	

	Respect
	We treat others in the same way we wish to be treated and to build shared respect.
	
	
	

	Teamwork
	We strive to provide consistency in our approach through effective teamwork and to bring the best out of each other.
	
	
	





COMPETENCY FRAMEWORK – CORE
· Demonstrates fortitude in actions and personality.
· Continued focus on people we support and engage with (including learners and employers).
· Communicates and interacts with colleagues positively.
· Takes responsibility for personal practice and development.
· Strives for quality improvement.
· Delivers functional competencies as set out in this job description.
VALUES
· Nurture – To support, cherish and encourage the individual based on their own opportunities now and into the future.
· Flourish – To provide the right environment and encouragement for each individual to make their own unique achievements.

These duties are not considered exhaustive and may be amended at any time to reflect the evolving needs of the organisation.
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