
  

Job Description  

  

JOB TITLE:      Centre for Excellence Administrator - Education   

HOURS:      as per contract   

BASE:        LOROS, Groby Road, Leicester  

RESPONSIBLE TO:              Centre for Excellence Office Manager   

  

Job Summary:  

As the first point of contact at the LOROS Centre for Excellence, the post holder will be 

responsible for providing a warm and professional welcome to all visitors.  

You will work as part of a team providing and coordinating administrative support 
within the Education Department in line with professional and efficient service 
standards.   
  
The post will support ECHO, our virtual teaching platform, to administer ECHO sessions as 

required on scheduled days. 

  

  

EDUCATION:  

  

1. Undertake reception duties in the Centre for Excellence and deal with telephone queries 

in a professional and efficient manner.   

  

2. Organise and provide full administration for a range of study days, workshops, accredited 

learning events, evening lectures and other educational events in line with departmental 

processes, which may occasionally include working outside of regular contracted hours.  

These processes include preparation of materials, set up of room, IT & AV equipment, 

including project ECHO platform for internet virtual meetings and conferences and co-

ordination of refreshments and catering. 

  

3. Co-ordinate the room and course booking processes from initial enquiry to receipt of 

payment, monitoring and maintaining accurate course records and liaising closely with 

both internal and external stakeholders.  

  

 



4. Ensure that actions are carried out in order to embed the LOROS clinical Placements 

Strategy.  

  

5. To maintain and update the Education prospectus on the LOROS website.  

  

6. To provide support to staff as required on the LOROS Learning Management System.  

  

7. You will be responsible for ensuring teaching rooms are stocked as required and 

supporting with the daily set-up and tear-down of teaching rooms.   

 

8. Coordinate and provide administrative support for the clinical placements. 
 

9. Maintain contact with students before, during, and after placement, ensuring and 
facilitating an excellent student experience. 
 

10. Be responsible for maintaining a central database for all placements in the organisation, 
ensuring that records are up to date. 
 

11. Maintain the LOROS Customer Relationship Management (CRM) system with appropriate 
details 
 

12. Ensure that paid placements are accurately tracked and recorded. 
 

13. Provide responses to enquiries and requests in person and via phone/email. 
 

14. Discern and protect all confidential information on students, clients, staff and patients. 
 

15. To ensure a high level of proficiency and accuracy in all aspects of Information Technology, 
acting on own initiative when appropriate to do so. 
 

16. Work closely with named leads across the organisation to coordinate and manage clinical 
placements across the organisation 

  

  

GENERIC SKILLS:  

1. To type letters/correspondence/documents ensuring distribution as appropriate in 

accordance with LOROS standards.  

 

2. To provide a full range of administrative support to a range of meetings and events 

including the organisation of meetings as required, minute taking and circulation as 

appropriate.    

 

3. Carry out all necessary photocopying, shredding, laminating and other general office 

duties as required.  

 

4. To update and maintain paper and electronic filing systems.  

 

5. To take a shared responsibility for the departmental email inbox and actioning as 

appropriate.  



 

6. To deal with telephone enquiries in an accurate and efficient manner, and to action 

voicemail messages.   

 

7. To undertake all such reasonable requests as may be deemed necessary by the Office 

Manager 

 

8. To compile and maintain spreadsheets and databases providing reports as appropriate. 

 

  

GENERAL:  

1. All staff are subject to Equal Opportunities Legislation, the Data Protection Act 
and LOROS Confidentiality Policy. 

 
2. To carry out and comply with the prevention and control of infection as per 

LOROS policies and procedures. 
 
3. All staff are subject to LOROS policies, procedures and conditions of service, 

with reference to the Health and Safety at Work Act 1974. 
 
4. Take reasonable care for the health and safety of themselves and of other 

persons who may be affected by their acts or omissions at work. 

5. Co-operate with their employer as far as is necessary to meet the 
requirements of the legislation. 

6. All staff should be aware of and aim to contribute to LOROS’ Vision and 
Mission and also strive to exhibit the Values & Behaviours at all times (see 
attached document). 

  

CONFIDENTIALITY POLICY:  

To carry out and comply with the prevention and control of infection as per LOROS policies 

and procedures.  

 

All staff are subject to LOROS policies, procedures and conditions of service, with reference to 

the Health and Safety at Work Act 1974.  

The post holder is responsible for safeguarding the interests of children and adults who they 

come into contact with during their work. To fulfil these duties post holders are required to 

undertake mandatory training to recognise the signs and symptoms of abuse, or neglect, or 

individuals at risk and to follow LOROS policies relating to safeguarding practice including 

reporting any concerns that they may have.  

Take reasonable care for the health and safety of themselves and of other persons who may 

be affected by their acts or omissions at work.  



Co-operate with their employer as far as is necessary to meet the requirements of the 

legislation.  

All staff should be aware of and aim to contribute to LOROS’ Vision and Mission and also 

strive to exhibit the Values & Behaviours at all times (see attached document).  

The contents of this job description are not exhaustive and may be amended in 

accordance with the needs of the service after discussion with the post holder 

whose agreement will not be unreasonably withheld.  

  

Signed…………………………………………………………  Date…………………………………………  

Postholder  

  

Signed………………………………………………………..  Date ………………………………………..  

Line Manager  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 


