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	Details:

	Job Title
	MIS Officer

	Department
	MIS & Examinations

	Name of line manager & title
	Director of MIS & Examinations

	Salary (point or range)
	Up to £19,957

	Location/Hours
	37 hours per week 

	Disclosure Barring Check Level 
	Enhanced Disclosure Barring Checks – children and adults

	Pension Scheme
	Local Government Pension Scheme


	Introduction and Job Purpose 

	This role will play a vital part in achieving the Colleges Mission and Vision as this post will support essential functions of the MIS Team which play a key role in accurate management of College data. 
The post holder will be work with the other college staff to administrate and organise all of the student record information held across the College in accordance with specific regulations and to ensure daily priorities of the MIS Team are met.



	Key Accountabilities

	1. Support, at all time, the aims and objectives of Macclesfield College.


	2. To check/monitor online attendance input by Tutors on a daily basis.


	3. To action and change register marks as requested by Tutors.


	4. Respond to enquiries from learners, parents and authorised third parties about enrolment queries and resolve any issues.


	5. To form part of a dedicated enrolment team offering an online enrolment service for students and ID badge production.


	6. To file all student records.


	7. To archive old student records and set up in current year.


	8. To collect and distribute post


	9. To set up courses as instructed by the Director of MIS & Exam/MIS & Reporting Team Leader using course set up plans or course creation forms and produce a code to enable students to be enrolled.

	10. To action any amendments, additions, to course set up ensuring course offer is an accurate reflection of the Curriculum Planning.


	11. To ensure all courses have a timetable and an Official College registers either online or paper, building & updating registers on the system.


	12. To liaise with the Exam section regarding up to date qualification codes, exams and registration fees, assisting with room bookings for exams. 


	13. To action all amendments through the MIS inbox, transfers, withdrawals, completions, timetable changes etc…


	14. To liaise with HR when new/old staff, start/leave the college ensuring the system is accurate and up to date.


	15. To rollover all curriculum on the system ready for new academic year, create module templates, quality check learning aim fields and setup new courses or delete any not running in forthcoming year.



	16. To liaise with and support Heads of Faculties/Programme Leaders and Tutors during all data reconciliation exercises, internal and external inspections and audits.


	17. To reconcile registers at the end of the course and stage progress all learners including processing college devised qualification results as reported by Heads of Faculties/Programme Leaders and Tutors.


	18. Work closely within the MIS Team to ensure that actual end dates of students are accurately recorded to assist with achievement data collection.



	19. To liaise with Heads of Faculty, Programme Leaders and Tutors regarding course timetabling, actioning any changes and producing up to date printed timetables for courses and tutors.


	20. To investigate, identify and resolve any course, student, and timetable and register anomalies as identified.


	21. Attend MIS and Examinations Team meetings to ensure that the work flow between the departments is efficient and meets the needs of this essential support service for learners.


	22. To action Learner Records Service database ensuring the correct recording of student details ensuring each learner has a unique learner reference number.

 

	23. To undertake all aspects of the post in accordance with the College’s Equality and , Health and Safety and Safeguarding policies and schemes.


	24. To comply with the College’s Data Protection policy in relation to the collection, use, storage and disposal of personal and/or sensitive information.


	25. To undertake any other duties as may reasonably be expected, commensurate with grade, both within and, where required, external to the College.



	Special Features

	 Some occasional evening and weekend work may be required




	Details:

	Job Title
	MIS Officer

	Department
	MIS and Examinations


AF = Application Form

QA = Qualification Audit  
I = Interview   
T = Task
	Qualifications
	Desirable / Essential
	Assessment Methods (AF/QA/I/T)

	5 GCSEs at Grade C or above ( must include Maths and English at minimum of Grade C or nationally recognised equivalent
	E
	AF /QA

	Nationally recognised IT qualification (for example ECDL, ITQ, GCSE or GCE)
	D
	AF/QA


	Skills & Abilities
	Desirable / Essential
	Assessment Methods

(AF/QA/I/T)

	Willing to demonstrate commitment to the demands of the post through regular and punctual attendance.
	E
	AF/I

	Excellent communication and interpersonal skills with all levels of customer. 
	E
	AF/I

	Effective use of IT and business resources to support the daily operation of the Examinations Department.
	E
	AF/I

	Ability to prioritise a busy workload to ensure targets and deadlines are met.
	E
	AF/I

	Ability to balance quality assurance with customer focus.
	E
	AF/I

	To be able to show a positive “can do” attitude to work in general and problem solving in particular.
	E
	AF/I/T

	Willing to work flexibly at peak business times.
	E
	AF/I

	Desire to develop and continuously improve systems and practices.
	E
	AF/I


	Experience and Knowledge
	Desirable / Essential
	Assessment Methods

(AF/QA/I/T)

	Team worker with a positive attitude to sharing skills and information.
	E
	AF/I

	Flexible approach to workload in a busy environment.
	E
	AF/I

	Knowledge of Pro-solution in an MIS setting.
	D
	AF/I

	Experience of procedures and policies in Further Education.
	D
	AF/I

	Knowledge of Microsoft Office Suite and experience of applying it effectively in the workplace.
	E
	AF/I/T
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