Terms and Conditions for General Administrator
The terms and conditions for this post include:

· Line Manager: Student Programme Manager (in his/her absence, the Chief Executive)
· This post is subject to a 6 month probationary period. 

· Hours of work: 35 per week Monday to Friday. Overtime is not paid but there is the opportunity to take time off in lieu, depending on the needs of the team.  
· Flexible working arrangements around a core time of 9.30am to 4pm for this particular post. Lunch break to be taken between 12:30 and 13:30.
· Salary is paid monthly on or before the last day of each month into a bank account. 

· 25 days’ annual leave plus statutory holidays (pro-rata for part time posts) plus extra-statutory days between Christmas and New Year. Staff are discouraged from taking annual leave between September and December due to the pressure of work. The holiday year runs from 1st October. You must apply for leave in a timely fashion and get a leave request signed by your line manager. Leave longer than two consecutive weeks will only be allowed in exceptional circumstances.
· This post must be available to work occasional evenings and weekends.
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