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Job Description 
 
Job Title:  ETE Assistant 
 
Job Ref No.:  ETE/AT/06/2021 
 
Hours:  23.5 hours per week  
 
Pay:   £10 per hour 
 
Location:  Welcome Centre, 18-32 Brentfield Avenue, Manchester, M8 0TW 
 
Reporting to: Education. Training and Employment (ETE) Project Co-ordinator 
 
 
This position is temporary and funded until 30th April 2022 
 
Reporting to the ETE Team Project Co-ordinator 
 
Main Duties and Responsibilities 
 
To provide administrative support to the ETE team and reception support to the Welcome Centre. 
 
 

Duties and responsibilities for this post 

 
1. To provide administrative support to the ETE team. 

 
2. To provide support and assistance to the tutors working at the Welcome Centre before, during 

and post classes. 
 

3. To support and monitor learners who are registering for courses. 
 

4. To support the ETE team and the tutors to update and keep records of learner’s progress. 
 

5. To support learners and tutors to set up equipment needed for learning in sessions. 
 

6. To work with the Project Co-ordinator to support learners to select, register and continue with 
their courses.  
 

7. To support volunteers in their activities and their learning as required.   
 

8. To monitor and co-ordinate rooms at the venue to accommodate activities.  
 



 2 

9. To maintain accurate and relevant records of all activities undertaken. 
 

10. To assess and implement appropriate Information Technology systems to support the work of 
the ETE Project and the Welcome Centre.  
 

11. To maintain records and collect/collate statistics for monitoring and evaluation as required by 
ETE Project Co-ordinator. 

 
12. To follow Wai Yin Society policies at all times to ensure the safety, health and well being of 

everyone involved in the ETE Project and at the Welcome Centre. 
 
 

Centre Responsibilities for this post 

 
1. To answer phone calls and provide a triage service for appointments.  

 
2. To welcome users and visitors of the centre and ensure they sign in using the sign in system.  

 
3. To ensure that the reception area is clean and tidy at all times. 

  
4. To ensure the current government advice and guidelines regarding COVID is followed at all 

times.   
 

5. To participate in the creation of a warm, welcoming, comfortable, safe and accessible 
environment for everyone visiting and working at the Welcome Centre. 
 

6. To be responsible for supporting visitors, service users, volunteers and tutors while they are at 
the Welcome Centre.  

 
7. To contribute to the development and implementation of centre policies and procedures. 
 
8. To adhere to Confidentiality and Equal Opportunity policies. 
 
9. To contribute to the provision of a safe and healthy environment, ensuring that the legal 

requirements of health and safety are complied with. 
 
10. To act as an ambassador for Wai Yin Society, the ETE Project, the Welcome Centre and the 

BAME community in general.  
 

11. To participate in ETE Team and Welcome centre working groups e.g. health and safety, 
marketing, promotion, quality assurance, etc. 

 
 
This job description is a guide to the main duties and responsibilities of this post. It may be subject 
to amendment as a result of consultation and agreement between the post-holder and their line 
manager.  
 
Created: 21/06/21 
 


