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Centre Administrator 
Job Description 2019 
 

Job Title: Centre Administrator (CA)  

Line Manager: Centre Manager (CM) 

Pay Rate: £345 per week plus holiday pay. Full board residential accommodation provided free of charge. 

Salary is paid weekly in arrears, holiday pay is payable in final salary.  

Some non-residential positions are available for which a £53 per week additional allowance is paid. 

Returner Bonus: Centre Administrators who worked for Churchill House in either 2017 or 2018 will receive 

an £80 Returner Bonus paid with their first payroll of 2019, plus a £15 per week contract completion 

bonus, payable upon successful completion of the full term of their contract. 

General Overview 

The Centre Administrator (CA) is responsible to the Centre Manager and provides administrative support 

to the management team at the school. The CA will set up the company’s internal administrative systems 

within the centre and be responsible for ensuring that these systems are followed throughout the course. 

Specific Duties 

Information Management 

 Ensure that the centre’s managers have up-to-date and accurate information available at all times. 

Regularly check for database changes and Head Office updates, passing them on to managers as 

necessary e.g. by reprinting/replacing outdated reports 

 Ensure that Head Office receives timely and accurate information from the centre. Inform the 

relevant HO department immediately if information held on the database (e.g. student records, 

room allocations) must be corrected/updated 

 Compile a weekly paperwork return for Head Office. Coordinate with centre management to ensure 

that the correct paperwork is submitted to HO on time on or before the deadlines set by Head 

Office 

 Ensure that accurate operational records are kept on-site and available for use e.g. rooming lists, 

emergency contact details. Update and re-distribute information as necessary 

Setting up the Centre  

 Ensure that company admin procedures are put in place before any customers arrive and that they 

are maintained as per company policy throughout the course 

 Ensure that all HR records are fully completed during staff inductions; that original ID/ teaching 

certificates has been checked and that all documents are securely filed 

 Ensure that all noticeboards/signage in and around the centre office and common areas is set up as 

per company guidelines. Check/update noticeboards regularly, ensuring that information is always 

accurate and clearly presented 

 Customer Service 
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 Act as point of contact with customers (Group Leaders and students), staff and the venue, dealing 

with any queries as you can or passing them on to the appropriate manager 

 Manage the operation of the Tuck Shop; ensure that it has sufficient supplies, check takings/float 

daily and keeping accounts as necessary 

Administration Duties 

 Assist the Centre Manager in preparing/planning for customer arrivals and departures e.g gathering 

information about the arrival, create arrival packs for the customers, issue lanyards/ID badges, 

carry out room checks, brief other staff as necessary 

 Assisting the Director of Studies in scanning all yearbook entries into .jpeg files.  

 Assist the Centre Manager in managing/recording financial transactions within the centre i.e. 

issuing/recording petty cash transactions, recording/banking tuck shop income, and managing 

student pocket money payments. Accurate records of all financial transactions must be kept and 

submitted to HO weekly. 

 Staff the centre office during peak times (not 9-5) 

 Managing the centre office and staffroom: 

 Monitor and reorder key stocks 

 Maintain noticeboards 

 Ensure that both the centre team and Head Office Administer database information; enter data and 

produce reports as required to support the management team 

 Ensure that weekly staff/payroll records are sent to Head Office. Email any staff changes to HO 

immediately 

 Take and file minutes of all management and venue meetings 

 Ensure that any incident and damage reports are communicated to HO immediately 

 Any other duties reasonably delegated by the Centre Management team 

Administration of Accommodation 

 Assist the Centre Manager in managing/allocating accommodation, liaising with the HO Bed 

Booking Manager to ensure that the correct accommodation is allocated 

 Keep accurate records of bed nights and catering numbers 

 Keep accurate Fire lists and distribute them for use in the appropriate boarding houses 

Pastoral Care 

 All members of staff will be required to complete pastoral care/supervision duties such as House 

time and meal duties.  

 Centre Administrators may be asked to carry the emergency phone and be expected to cover up to 

three lights outs, three night duties and three meal duties a week. 

General Duties 

 Work with enthusiasm and to the standard expected by Churchill House 

 Ensure that students do not breach the rules of the school 

 Represent Churchill House professionally in communications/interactions with its customers: the 

students and their group leaders  

 Engage with students in a friendly but professional manner 
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 Assist at any time, whether on duty or not, with any emergency, disciplinary  or student welfare 

situation 

 Read, understand and be prepared to action Churchill House policies relating to the Activity Leader 

role and to student welfare, particularly: 

o CHSC Safeguarding Policy 

o Health & Safety 

Hours of Work 

The standard working week is 48 hours with one day off every week on average. CAs are required to agree 

their working hours with the Centre Manager in advance to ensure availability at peak times. Hours may be 

unsocial and include early/late starts, split shifts, weekends and Bank Holidays. Because of the nature of 

summer school it may be necessary to work more hours in an individual week, for which time of in lieu will 

be given later in the course – the CA is expected to monitor their own hours and report any owed time to 

the Centre Manager on a weekly basis. CAs will be required to work night duties (11pm until 2am) after 

which they may be required to remain on call in their accommodation. 

 

How to Apply 

To apply for this position please send a cover note and CV to activerec@churchillhouse.co.uk or you can 

send a copy of your CV using the form at www.churchillhouse.com/recruitment 

 

  

mailto:activerec@churchillhouse.co.uk
http://www.churchillhouse.com/recruitment
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Person Specification – Centre Administrator 
 

Criteria Essential Preferable 

Personal Attributes   Enthusiastic about the role 

  Confident 

 Energetic and motivated 

  Get up and go attitude 

 Friendly and approachable 

 Strong administration skills 

 Competent with Microsoft Office 

  Responsible attitude to working 
with children and young adults 

  Good Communicator 

 Enjoys working with children and 
young adults 

 Professional attitude to work and 
the care of students 

 

Attainments/Competencies   Ability to speak English clearly 
and coherently  to large groups of 
people 

 

Qualifications   Good Standard of Education  First Aid qualification 

 Safeguarding qualification 

Previous Experience  Experience of working with 
children/young people 

 Previous summer school 
experience 

 Previous experience working in a 
residential environment 

 Previous experience working in an 
administrative or office role 

Physical Abilities  Ability to lead groups for long 
periods of time (e.g. during 
excursions/walking tours) 

  Able to lead and take part in 
sporting activities 

 

WE RESERVE THE RIGHT TO AMEND OR ADD TO THIS JOB DESCRIPTION IN RESPONSE TO COMPANY NEEDS  
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Safer Recruitment Statement 

Churchill House is committed to providing a safe, secure environment for its students and expects all 

employees to have a positive attitude towards the care of students and play a full role in implementing all 

our Safeguarding policies. As part of our Safeguarding policy we operate a Safer Recruitment policy which 

aims to ensure that employees are suitable people to work with children and young adults before 

employing them in our organisation.  

As part of our safer recruitment policy all applicants will be required to: 

 Submit a full chronological CV. You will be required to explain any gaps in your employment history. 

 All employees will be required to sign a Children Act declaration to state that they are not barred 

from working with minors. Providing false information on this form is a criminal offence under UK 

law. 

 All employees will be expected to provide proof of identity and all relevant qualifications (originals 

only) – photocopies will be taken for our records.  

 Overseas residents will be required to provide a recent certificate of good conduct (COGC) from the 

relevant local authority in their country of residence.  

 Provide suitable references (see below) 

 Undergo DBS checks (see below) 

 

All offers of employment are subject to the successful completion of this process. Any failure of the 

employee to provide accurate and timely information could result in their contract being cancelled with 

immediate effect.  

Reference checks 

All applicants will be asked to provide the contact details of suitable professional referees who have 

knowledge of your work and personal conduct. These referees should be your most recent employers, 

wherever possible, but we may also approach your other former employers. Personal references are not 

usually acceptable. All references will be taken up before employment and they will be asked specifically 

about your suitability to work with under 18 year olds.  

New applicants to Churchill House will be asked to provide two referees. Returning staff, who worked for 

the company in 2018, will be asked to provide one referee who must be able to give a reference for the 

period since summer 2018. 

Background checks for overseas residents 

All non-UK residents and non-UK nationals will be required to provide a recent Certificate of Good Conduct 

(COGC) from the relevant local authority in their country of residence/origin. 

DBS checks 

All employees are required to have a valid Enhanced DBS certificate, regardless of whether you are a UK 

resident or not.  

Employees who have subscribed to the DBS update service and can also provide us with the original DBS 

certificate for checking are not normally asked to undergo a new DBS check, provided that the certificate 

covers the contracted role. All other employees must undergo an Enhanced DBS check for which they will 

be asked to contribute 50% of the cost (£24.40), deducted from the first payroll.  
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Failure of the employee to complete the DBS application in good time could result in the immediate 

cancellation of the contract, though employees who have completed the application and are at the final 

stage of processing (awaiting final certificate issue) may be employed in a more restricted role with 

additional supervision until the certificate is issued. Continued employment under such arrangements is at 

the discretion of the Summer Centres Director and will be reviewed weekly. 

DBS checks returned with adverse information (i.e. a criminal record) will be assessed according to our 

Safeguarding policy and a decision made by the Summer Centres Director as to whether the person can be 

employed. Should the person already be working for Churchill House they will be suspended without pay 

and asked to leave campus until the issue is investigated to the company’s satisfaction. 

Data Protection Statement 

All personal information gathered by Churchill House about applicants and employees will be handled in 

the strictest confidence and protected according to this policy. 

All applicants will be asked to provide information that will allow us to make decisions about your 

employment. If, for whatever reason, you are not subsequently employed, all information relating to your 

application (including emails, forms and submitted documents) will be deleted completely by the end of 

the calendar year. 

Churchill House will review and reduce employee data in HR systems at the end of each calendar year. If 

you are not subsequently re-employed your data (including emails, forms and submitted documents) will 

be reduced to that required to provide a suitable reference for a maximum of 5 years, though information 

relating to payroll and Safeguarding will be kept in line with UK legal requirements. 

 


