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Bradford College

Job Description
Job Title:

Student Administration Officer (HE)
Salary:

£23,615 - £25,033 per annum
Contract:

Permanent, full time 37 hours a week
Closing Date:
30 July 2018




Job Ref: 18042 

Job Summary: To be responsible for the delivery of an effective and efficient administrative service, supporting a designated cluster of curriculum areas for every step of the student journey including admissions, registration, progression, assessments, examinations, and awards for both home and overseas students.
The post holder will be expected to work closely with all staff in the Registrar Services and to contribute as necessary to all aspects of Registrar Services work as directed by the Head of Higher Education Student Administration and/or by the Registrar.
Main Responsibilities
The general duties of the post are set out below.  The allocation of specific duties will be shared across the Registrar Services Team, to be determined by the Registrar.
· Responsible for all aspects of the College’s Higher Education Administration systems for their designated curriculum area including offer making, qualification equivalency and verification, certificate and clearing.

· Responsible for providing advice on all aspects of admission, enrolment, assessment, examination and awards to staff in their curriculum cluster area.

· Responsible for all aspects of Higher Education Registration and Enrolment for new or returning students at stage and module levels in their designated curriculum cluster.
· To advise the staff in their designated curriculum area and on the Registrar Services relevant policies and practices related to student administration.

· To provide supervision for the work of the Student Administration Assistants attached to their designated curriculum area.

· Responsible for all aspects of administration of student assessment, including examinations.
· Responsible for preparing reports for all aspects of student information within their cluster for internal and external committees and events as appropriate.

· Help to maintain the development and maintenance of the Registrar Services Team’s Databases and associated course files.

· Provide professional support to specified College committees, subcommittees, steering groups, standing panels, working groups and networks.

· Participate in internal and external staff development activities relevant to the responsibilities of the post, as identified as part of the appraisal process.

· The post holder will normally be based at the Bradford Campus of the College but will be expected to work in other areas, as required by the Registrar.

· Perform duties in a manner consistent with and sensitive to the Equal Opportunities Policies of the College.

· Additional duties not mentioned above or in the portfolio of duties to be negotiated with the Registrar.

The post holder will be required to:

· Undertake a Disclosure and Barring Service check for this post

· Commit to the College child protection policy and promote a safe environment for children and young people learning within the College.  Be alert to any indication or allegation of abuse and take appropriate action under the College procedures for the protection of children and vulnerable adults.

· Promote equality of opportunity and diversity in all aspects of the job and to challenge inequality and discrimination

· Support the College management in all health and safety matters and take reasonable care for the health and safety of yourself and other persons who may be affected by your acts or omissions at work

Person Specification
	Job Title:   Student Administration Officer                                                                                  Job Ref: 18042
Applicant Note: You must list ALL relevant qualifications on your application, including any equivalent qualifications, together with grades.  Failure to do this will result in applicants not being shortlisted.


	CRITERIA
	ESSENTIAL
	DESIRABLE



	QUALIFICATIONS & AWARDS

Evidence of all qualifications and awards will be required before commencement of employment.  Failure to provide evidence will lead to all offers of employment being withdrawn 
	· Evidence of study at a minimum of level 3, e.g. A-Levels, National Diploma/Certificate, NVQ3/continuing professional development;

· GCSE 9 - 4 or nationally recognised Level 2 qualification in Maths or equivalent. (e.g. CSE 1, O Level A – C, GCSE A*- C) 

· GCSE 9 - 4 or nationally recognised Level 2 qualification in English or equivalent. (e.g. CSE 1, O Level A – C, GCSE A*- C) 
	· Administrative/Management qualifications.

· Degree or equivalent professional qualification relevant to Higher Education. 

· RSA/OCR Stage 3 Word-processing or equivalent

· Familiarity with the College’s EBS system

	EXPERIENCE, SKILLS & KNOWLEDGE
	· Evidence of high level of keyboard/ word processing skills. With good working knowledge of Word, Excel, and the use of the internet.

· Experience of the management of Higher Education systems and expertise in at least one of the following areas; admissions, assessment, awards, conferment;

· Experience of work in a range of HE settings and/or in a large, diverse institution;

· Experience of the operation of higher education regulatory frameworks;

· Experience of organising and servicing meetings and committees

· Experience of working with external awarding bodies and/or work with partner institutions e.g. UCAS, QAA;

· Excellent interpersonal skills and ability to communicate with staff at all levels within and outside College in a variety of modes, on both developmental and regulatory matters
	· Experience of quality assurance and enhancement procedures in an HE setting;

· Current developments in Higher Education.

· Experience of working with International students and UKVI Regulations

	OTHER REQUIREMENTS
	· Evidence of participation in work-related training and staff development;

· Commitment to on-going personal development in relevant areas particularly in management training and development.

· Willingness to work flexibly and in a range of work settings.

· Flexibility, team working skills and willingness to take on new responsibilities and challenges;

· Commitment to the College’s Equal Opportunity Policies

· Proactive management style

· Calm disposition and ability to work under pressure


	· Willingness to attend events and meetings in other parts of the UK.




Conditions of Service – Support Staff

Salary

Any queries on pay should be raised at interview.  Increments are awarded annually in September, subject to a minimum of six months’ service in the post.  Salaries are paid monthly by credit transfer into a bank or building society account on or about the 26th of each month.  
Pension Scheme 

New employees automatically join the West Yorkshire Pension Scheme.  Full details will be given on appointment. 

Holiday Entitlement 

The entitlement for this post is 30 days per year.  The holiday year runs from 1 September to 31 August.  New staff will receive a proportion of their full year’s entitlement according to completed calendar months of service as at next 31 August.  We try to honor holidays booked at the time of appointment wherever possible.  Holiday entitlement for part-time staff is proportional to the number of contractual hours/days per week. 

Term-time only appointments

College vacations do not generally coincide exactly with school holidays.  You will be required to take (and be paid for) a quarter of your leave entitlement at the end of each academic term, i.e. during the College Christmas, Easter and Summer vacation periods.  The remaining quarter of your entitlement will be taken, at your discretion and in agreement with your line manager during term time or at the beginning of the summer vacation period.

Probationary Period 
All external appointments are subject to an initial six-month probationary period during which progress is monitored and regularly reviewed.

Staff Development


The College encourages staff to develop their skills and knowledge through education and training identified jointly through discussions between managers and staff.  Staff may apply for financial support and/or time off to pursue relevant courses of study and such requests will be supported wherever possible. 

The College operates a no smoking policy across campus.

