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JOB DESCRIPTION 
	Job title:

Accreditation Assistant
Work location:
             Ground Floor, 14 Devonshire Square,   
                                        London, EC2M 4YT
Responsible to:
Accreditation & Quality Enhancement
                                       Manager
Hours:                            Full-Time 35 hours a week



	Purpose of job

The Accreditation Assistant will be responsible to the Accreditation Manager for the efficient and effective running of BAC’s accreditation and monitoring activities, including all preparatory work and follow up actions associated with the Accreditation Committee. 
Specific duties and responsibilities
Office Functioning

· Be the first point of contact for accreditation enquiries and phone calls
· Take responsibility of preparation, sharing and filing of the minutes of the Accreditation Committee within 15 working days ensuring that general calls are transferred to the relevant team member

· Take responsibility for the shredding of sensitive documents in a timely manner
· Ensuring that general calls are transferred to the relevant team member
·  Cover minute taking at BAC meetings when required
Report processing

· Review, amend and prepare inspection reports for consideration by the committees, ensuring consistency, quality and fitness for publication
· Liaise with the lead inspector, where necessary, and provide the Chief Inspector with collated feedback on the quality of reports 

Accreditation Services
· Organise and service the Accreditation Committee (or equivalent), its sub-committee and any preparatory meetings
· Organise all post-Accreditation Committee (or equivalent) work 
· Ensure the Accreditation and Sub Committee decisions are accurately recorded
· Produce summary reports of Accreditation Committee activity which will be presented to the Executive Committee  

· Organise all aspects of any appeals from institutions 
· Produce certificates, follow up letters and follow up actions arising from the Accreditation Committee meetings 

· Notify providers and BAC team of decisions taken by the Accreditation Committee within 10 working days
Monitoring and support of educational and training providers
· Pass on additional material to Chief Inspector submitted by providers in relation to their accreditation in connection with the award of accreditation or continuing accreditation and liaise accordingly with Chief Inspector on any follow-up actions
· Follow-up on all certificate queries
· Ensure that accreditation letters used are kept relevant and up to date and record keeping (both physical and electronic) is logical and complies with any BAC policies
Finance
In discussion with and approval from Finance Manager

· Assist the Finance Manager with chasing debtors for payment, agree debtor balances and report defaulting debtors for further action when required
Other activities
· To contribute to the oversight of the use of the BAC logo and claims of accreditation 
· Any other duties that may reasonably be determined with the agreement of the Accreditation Manager, or senior management 
Person Specification – essential

· Ability to communicate succinctly and clearly to stakeholders at all levels

· Excellent application and use of English language 

· Excellent administrative skills
· Strong attention to detail, proactive, hard-working and a team player
· Ability to use Microsoft suite

Person specification – desirable
· Educated to degree level
· Experience in education sector

· Experience in proof reading
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