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	Role Profile
	

	Job Title:
	Training Centre Administrator

	Grade:
	OS2

	Reports to:
	Karen Osborne

	Location and Working Pattern:
	London International House (fully office based)

	Department:
	Customer Services

	Vetting required:
	DBS, BPSS



	About the role
	

	Summary:
	Delivering a reception and administration service for the QA London training centre and staff office, supporting all events running at the centre and ensuring that quality standards are consistently maintained.

	Role Responsibilities:
	·  Meet and greet all visitors to site, registering learner on arrival for their event and investigating and reporting learner no-shows.
·  Managing the distribution and collection of company and building security passes, ensuring security processes are adhered to.
· Responsible for day to day administration tasks within the centre and management of supplier relationships key to fulfilling training centre requirements.
·  Provide a helpdesk service for trainers, learners and staff members ensuring requirements are fully accommodated and an exemplary level of customer service is consistently achieved.
·  Responsible for ensuring that the training centre and staff office facilities are clean, presentable and well maintained, working with external suppliers, Facilities Team, Training Centre Manager and Head of Venues.
·  Understand and adhere to QA’s Health & Safety policy ensuring that ll visitors, trainers and learners are provided with relevant Health & Safety information upon arrival.
· Support other teams within the business, taking on adhoc tasks and projects to provide assistance as and when required.


	Your Experience/Skills:
	· Excellent customer service skills 
· Good working knowledge of MS Office
· Experience working in a customer facing environment
· Great organisational skills and the ability to work well both independently and as part of a team


	Key Competencies:
	· Good communication skills
· Passionate in providing the highest level of customer service
· Ability to carry out administrative tasks competently and to a high standard.


	About QA
	At QA, we believe the future belongs to organisations that are able to learn, master and apply new skills at pace and scale. As the largest tech training company in the UK and the fastest-growing in the US, we partner with 96% of the FTSE and most of the Fortune 500. We have served over 4,000 customers and 1+ million learners since 1985.

We believe skills alone aren’t enough but need to be applied back to the business in order to effect change. We do this through tailored learning programmes that connect learning across an organisation’s siloes, create continuity for learners, and feature collaborative, cohort-based modalities to apply skills at pace and at scale. Our unique end-to-end learning solution draws from deep expertise across apprenticeships and instructor-led training, and self-paced learning.
Please find out more about us at https://www.qa.com/about/careers/


	Safeguarding Statement – please delete if the role doesn’t sit within QA Apprenticeships and amend the check needed as appropriate
	QA is committed to safeguarding and promoting the welfare of children, young people and adults with care and support needs. We hold the expectation that all staff share this commitment in creating a safe and inclusive environment and as an organization, we comply with relevant legislation and best practices in safeguarding and safe recruitment.
 
This post is exempt from the Rehabilitation of Offenders Act 1974 and a comprehensive screening process will be undertaken on successful applicants including: 
· an enhanced disclosure check 
· Child Barring list check
· qualification checks
· online checks 
· medical fitness
· identity and right to work
All applicants will be required to provide two references covering the previous three years and a Criminal Declaration form must be completed and returned ahead of interview.
 
We look forward to welcoming dedicated individuals who share our commitment to safety and well-being.
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