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Education Project Administrator 
Fixed term contract 9 months 
(Education)

Job Description
February 2025















[bookmark: _Hlk80188408]Join us at Thomas Pocklington Trust
Thomas Pocklington Trust strives for equality of blind and partially sighted people in every aspect of society. We are a charitable organisation with a dedicated staff – over half of us are blind or partially sighted – and over 200 volunteers who have lived experience of sight loss. Our mission is to support blind and partially sighted people to bring about equity and inclusion in every aspect of society.

Our values define everything we do:
Making a difference: The lives of blind and partially sighted people are better because of what we do.
Working in partnership: We work collaboratively together and with all our partners and stakeholders.
Respect: We treat people the way we would like to be treated.
Quality: We set clear goals and high standards and work efficiently and effectively to achieve them.
Participation: We place the participation of blind and partially sighted people at the heart of everything we do.
Thomas Pocklington Trust aims to be a fulfilling and enjoyable place to work; we know this enthusiasm plays a key role in delivering high quality services to blind and partially sighted people, we also recognise the crucial role each and every one of us plays in helping to achieve our goals.

[bookmark: _Hlk80188654]Role:                    	Education Projects Administrator 

Department:          	Services Directorate			

Reporting to:        	Education Policy Manager
Location:               	Home based
Salary: 		    	Living wage – depending on location
Contract type: 	    	36 hours per week. Fixed term 9-month contract 

Job overview: This role will support the Education Team to meet its aim of supporting blind and partially sighted students to participate and thrive in education.  

This role will sit within our Policy and Professional team and will support with the delivery of online and in person training for those working in education, but do not have specialist knowledge of vision impairment. The role will also support with delivery of our policy and influencing activity. 
	
Main Duties:
1. To support with the launch of our new online professional training. Working with the Education Policy Manager to identify key audiences to promote the training to.
2. To manage the administration of the day to day running of the online training. This will include registering professionals onto the training, tracking their progress, sending reminders, sign off the completion of the training and the sending of certificates.
3. To track and collate feedback on the online training to feed into analysis of impact of training.  
4. To identify and organise new opportunities to deliver training and support to further education colleges. 
5. To look after the Access and Assistance for All (AAA) campaign. This will include signing up new colleges, linking them into training, promoting their involvement in the campaign, sign posting them to the AAA campaign resources, and our resources and service offer.
6. To coordinate the development of training slides and resources, with input from the wider education team.
7. To produce case studies of those who work in education and support blind and partially sighted students, to share tips and ideas. This will include interviewing staff and writing up the case studies, following TPT guidelines. 
8. To provide administrative support in the setting up then and supporting a network for staff working in further education colleges.  
9. To use Salesforce effectively to manage our online training, projects and events. 
10. To complete other reasonable related tasks requested by the Education Policy Manager and Head of Education that are commensurate with the post.
 
Special Requirements:
There is a duty to be flexible in the approach to work duties; the post holder will be required to travel to meetings at various locations within England

A willingness to work in an environment with guide dogs is essential.  

General
It is a requirement of all staff that they:
· Work in support of the values of TPT. These promote respect of blind and partially sighted people, recognising their skills and entitlement to choice, dignity and independence.
· Positively work in support of the principles outlined in the Equality & Diversity Policy. 
· Assist in maintaining a safe working environment by attending training in basic and specialist health and safety requirements as necessary, both on appointment and as changes in duties and techniques demand and to follow the requirements of the Health and Safety at Work Policy and any local codes of safe working practices.
· Comply with the requirements of HR policies and procedures.




Person Specification
	Criteria
	Standard
	Essential / Desirable
	Measured by

	Work Experience

	Experience of seeing a project from the start to finish. 
	Essential
	A/I

	
	Experience of working and building relationships.  
	Essential
	A/I

	
	Experience of using Microsoft office, including Teams, to manage diaries, host meeting etc. 
	Essential 
	A/I/T

	Knowledge & Qualifications
	
	
	

	
	Have an understanding of the needs of and issues affecting blind and partially sighted children and young people in an education setting.  
	Essential
	A/I

	
	Knowledge of Post 16 Education 
	Desirable
	A/I

	Skills
	Excellent oral and written communication skills.
	Essential 
	A/T

	
	Ability to manage multiple projects and to meet deadlines
	Essential
	A/I

	
	Excellent organisational skills with the ability to manage own workload, work independently and achieve results without close supervision.
	Essential
	I

	
	To work as part of a team. 
	Essential 
	A/I

	Attributes
	Be keen to learn and develop skills as necessary. 
	Essential
	I

	
	Must possess high standard of integrity.
	Essential
	I

	
	A commitment to work in accordance with the principles of equity and diversity.
	Essential
	I

	
	Pro-active with a high level of self-motivation and enthusiasm.
	Essential 
	I
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[bookmark: _Hlk80188528]Thomas Pocklington Trust (TPT) is a charity established to provide services supporting visually impaired people: our mission is to improve the lives of people living with sight loss.

TPT is registered with the Disability Confident Scheme as a Disability Confident Committed employer. Therefore we believe in treating all employees fairly and we are committed to recruiting equally. TPT’s charitable objective and aim is to support visually impaired individuals back into work. For this reason we are actively seeking applications from all backgrounds including disabled/visually impaired individuals and people who have lived experience of sight loss.  We also guarantee all disabled applicants that reach the minimum appointment criteria an interview. We are happy to accept applications from all suitably qualified persons who have the appropriate skills and talent regardless of their age, gender, race, religion, disability, sexual orientation or marital status.
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