


Curriculum Support Administrator
Job Description

	Job Title:
	Curriculum Support Administrator
	Reporting to:
	Curriculum Delivery Manager

	Business Unit:
	Apprenticeships
	Direct Reports:
	None

	Key Contacts:
	Apprentices, Employers, Tutors/Assessors, Colleagues in Apprenticeship team
	Location:
	Hybrid role – Home based but expectation to be in Warrington office 1 or 2 days per week (days negotiable)

	Date Created:
	19/12/25
	Date Revised:
	



Job Purpose 
To provide effective administrative and operational support to the curriculum team, acting as a central point of coordination between learners, tutors, employers and the Curriculum Coordinator. The role ensures learner work is collected, stored and processed in line with internal quality and awarding body requirements, and that learners are supported with access to systems, sessions and learning information.
Key Responsibilities:
· Provide day-to-day administrative support to the Curriculum Delivery Manager and Coordinator.
· Act as first point of contact for learners for routine curriculum-related queries, escalating issues where appropriate.
· Support leaners with access to systems and platforms, acting as the lead administrative contact for learner use of the BUD system and the Virtual Learning Environment.
· Send out lesson links, joining instructions, reminders and follow-up communications to learners and employers.
· Track and report learner attendance.
· Distribute session recordings and learning materials to learners following delivery.
· Support the maintenance of curriculum delivery calendars and session schedules, updating systems as required.
· Assist with coordination of workshops, training sessions or curriculum-related events.
· Collect learner work and evidence in line with agreed processes and deadlines.
· Carry out initial checks to ensure submissions are completed and appropriately labelled before progression to marking.
· Upload, store and organise learner work securely and consistently across agreed systems and folders.
· Track learner work through marking, feedback and internal verification stages, updating records accordingly. 
· Chase outstanding submissions or feedback as directed by the curriculum team.
· Upload, organise and maintain curriculum materials, session recordings and learner resources to the VLE.
· Support learner engagement with the VLE by monitoring access and participation data and flagging up non-engagement to the Curriculum Delivery Coordinator.
· Support tutors by ensuring learning content is visible, accessible and up to date on the VLE.
· Support communication between tutors and learners on administrative matters related to sessions, submissions and systems.
· Support audits, standardisation activities and reviews by ensuring documentation and evidence are complete and accessible. 
· Contribute to continuous improvement of curriculum administration processes.
· Undertake any other reasonable duties to support the effective delivery of apprenticeship programmes. 

Essential Knowledge Skills and Qualifications
Experience:
· Previous experience in a coordination, administrative role, preferably within an educational or training environment is desirable
· Proven track record of managing schedules, coordinating events, and handling multiple tasks simultaneously.
Skills:
· Excellent organisational and time management skills.
· Strong communication skills, both written and verbal, with the ability to engage with a variety of stakeholders.
· Proficiency in Microsoft Office Suite (Word, Excel, PowerPoint) and virtual meeting platforms (e.g., Zoom, MS Teams).
· Ability to work independently and as part of a team, with a proactive approach to problem-solving.
· Attention to detail and commitment to quality.
· Strong initiative and ability to problem solve.
Key Attributes:
· Highly organised with the ability to manage multiple priorities.
· Strong interpersonal skills and the ability to build relationships with a wide range of stakeholders.
· A proactive, solution-focused approach to work.
· Commitment to continuous improvement and innovation in curriculum delivery.
· A passion for education and supporting the development of learners.
Please note this role would be subject to DBS requirements due to the nature of the business as an Apprenticeship Delivery Organisation.
	NOTE:  This job description is not intended to be all inclusive. Employee may perform other related duties as negotiated to meet the ongoing needs of the organisation.
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