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‘Attainment through Engagement’





Job Title:

Bedford Borough Learning Exchange (BBLE) Administrator
Responsible to:
The BBLE Development Group

Hours:

18.5 - Term time only   

Salary:

Level 4D Point 26    Hourly Rate £12.13 (£10,232 pa)
Job Purpose:
To act as Administrator of the Bedford Borough Learning Exchange

To organise and ensure smooth running of:

· Half-termly BBLE meetings and conferences (held on Thursday’s):

· Promote on website and via email.
· Ensure venue facilities and IT are in order for each meeting.
· Arrange hospitality.
· Assist with research of external speakers, contact and negotiate booking.
· Prepare agenda or programme and distribute.

· Provide support for guest speakers and ensure their requests are met (e.g. travel, accommodation, IT).

· Track attendance at meetings and provide information for Development Group meetings.

· Record and summarise meeting evaluations
· Collate presentations/papers and post on the BBLE website.

· Action any requests made by the BBLE members.

· Incorporate AGM with annual accounts into the first meeting of the academic year.

· Provide support on the day of events to ensure all runs smoothly.

· Monthly Development Group meetings (held on Thursday’s):
· Ensure venue facilities and IT are in order for each meeting.

· Arrange hospitality.

· Prepare agenda and meeting papers and distribute.

· Present requests from external organisations who wish to speak at BBLE meetings and contact organisations verbally/via email with the Group’s decision.
· Take minutes and distribute.

· Collate presentations/papers and distribute.

· Action any requests made by the Development Group.

· Produce ongoing income/expenditure report.

· Produce and send yearly subscription fee invoices and track unpaid invoices, and arrange for payment of invoices.

· Present a finance report to the BBLE Development Group at each meeting.

· Coordinate the annual election of the BBLE Development group.

· Biannual End of Year Dinner:

· Research venues, negotiate pricing and book.

· Compose and send invitations, keep record of responses, and confirmation bookings.
· Send invoices if applicable and track payments.

· Collate, produce and print table cards.

· Produce seating plan.

· Contact, negotiate and book entertainment.

· Provide support for guests and entertainers.

· Troubleshoot on the day of the event to ensure all runs smoothly.

· Other

· Working collaboratively with Development Group members on specific projects as agreed by the Group. 
· Create, update and manage BBLE website and twitter page.
· Administration of the ‘Teach Bedford’ website.
· Liaise with the AEFP and EISG administrator on updates to the BBLE development group.
· Research and negotiate contract for venues.

· Keep BBLE contact list updated.

· Update the Constitution as required.

· Welcome new members to the BBLE and provide information pack and induction programme. 

· Communicate with all BBLE member organisations. 
· Support BBLE members and take action to resolve any issues.
· Distribute information as required by Bedford Borough Council to all BBLE members.
· Carry out any other functions requested by the BBLE Chair, Development Group members and BBLE members.
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