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	Job Title
	Management Information Systems Administrator

	Department
	Management Information Systems

	Unit
	

	
	Westminster City Council has Tri-Borough working arrangements with Hammersmith and Fulham Council and the Royal Borough of Kensington and Chelsea for the provision of some services. Under S113 of the Local Government Act 1972 you may be required to act on behalf of one or both of these other boroughs.  This may mean that the location of your employment will vary.

	Band 
	[bookmark: _GoBack]Band 2 , STEP 1 - £24,135

	Date Valid 
	December 2017

	Responsible to
	MIS Manager

	Staff Managed

	Direct Reports:
	Temps/TAC managed per annum
	Project staff managed per annum
	Are staff highly mobile or based on different sites?

	No:0
	No:0
	No;0
	Yes  (delete as app)

	Budgets managed
	Staffing £0
	Other £0

	Purpose of Job; (Brief summary of why the job exists, what the main outcomes expected are, taking into account workforce planning)

	Undertake a range of tasks to administer student and curriculum data within the College Information Systems, to inform College operational activity through a culture of evidence 

	Key duties and responsibilities of current role (in bullet points): List the key activities and tasks that must be undertaken to achieve the outcomes – up to 10 normally

	
1. To be responsible for processing all room bookings received by both academic and support staff within the service levels set. Ensuring that courses/meetings are assigned the appropriate size and type of classroom wherever possible and that the Service’s resources are utilised effectively and efficiently.

2. To be responsible for updating the timetabling software with course details including implementing any changes to the system within a timely manner.

3. To be the communication link between MIS and all academic and support staff.

4. To be responsible for processing all course amendments received from academic staff within the service levels set to ensure the MIS system is kept up to date.

5. To assist in the maintenance of both electronic and manual filing systems to ensure effective access and retrieval of records.

6. To be responsible for processing the register system to ensure it is up to day and correctly reflects the level of attendance 

7. To maintain learner records accordingly on the learner record system to reflect learner status and outcomes.

8.  To be responsible for clearing of system such as unconfirmed learners, ULN errors and pending Netbanx transactions

9.  To have an understanding and keep to date with funding methodology and audit requirements and ensure service compliance 

10. To be responsible for processing all examination results, certificates, and managing all related queries from individual and relevant organisations related to such.

11. To assist the MIS & Exams in the general administration as required and appropriate to the post.

12.  To provide regular and ad-hoc report on all areas of work including Registers, Room utilisation and Achievement data.


	
PERSON SPECIFICATION 	

The person specification outlines what is essential for the competent performance of full duties and responsibilities of the job, including professional or specialist skills or experience required.  Applicants will need to demonstrate in their supporting statement how they meet the criteria listed below.



	
Post Title: MIS Administrator

	
	
We will assess your match to the criteria from:

	
KEY:  (E) – Essential   (D) - Desirable
	
	
Appl. Form
	
Tests
	
Inter-view
	
Refer-ences

	
QUALIFICATONS/EDUCATION/TRAINING


	Evidence of continuous professional development

	E
	
	
	
	

	Level 2 qualifications in IT

	D
	
	
	
	

	Level 2 qualifications in English and maths

	D
	
	
	
	

	
PROFESSIONAL KNOWLEDGE/UNDERSTANDING


	Previous experience with database systems, or the handling of large quantities of data.
	D
	
	
	
	

	Processing database changes and amendments
	D
	
	
	
	

	Ability to demonstrate attention to detail and accuracy. 
	E
	
	
	
	

	
EXPERIENCE 


	Experience in using management information systems and management reports

	D
	
	
	
	

	Ability to sustain a high work rate in a demanding and rapidly changing environment

	E
	
	
	
	

	
SKILLS


	Ability to manage projects to time and to budget

	E
	
	
	
	

	Good standard of oral and written communication skills and the ability to write clear and concise letters memos and minutes	
	E
	
	
	
	

	An ability to develop positive working relationships with individuals at all levels (internal and external) and to promote the curriculum area and the Service
	E
	
	
	
	

	Good secretarial / administrative skills, with accuracy and an attention to detail vital. 
	E
	
	
	
	

	Well-developed communication, external liaison and networking skills, with the ability to communicate and work effectively with staff across the Service 
	E
	
	
	
	

	Good word processing and computer skills including in depth knowledge of spreadsheet and database packages 
	E
	
	
	
	

	Proven ability to take the initiative in organise one’s own workload including establishing priorities, meeting deadlines, working under pressure and responding to conflicting demands

	E
	
	
	
	

	Ability to sustain a high work rate in a       demanding and rapidly changing environment
	D
	
	
	
	

	Ability to work flexibly and be able to adapt to new methods and ways of working
	D
	
	
	
	

	

DISPOSITION/PERSONAL QUALITIES


	An engaging, professional and dynamic personality

	E
	
	
	
	

	·         Excellent Time management skills

	E
	
	
	
	

	
KNOWLEDGE/UNDERSTANDING OF KEY POLICIES

	Understanding of Safeguarding Legislation and its application within the educational sector and in relation to this post.
	E
	
	
	
	

	Commitment to equality and diversity and a good understanding of its practical implementation in the role.
	E
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