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	THE UNIVERSITY OF NOTTINGHAM

Recruitment Role Profile Form


Job Title: 

Administrator for Academic Support (part time) Maternity Cover
School/Department: 
Student Services, Registrar’s Department


Salary:


£17,039 - £18,549 per annum
Job Family and Level:
APM level 2




Contract Status: 
permanent 


Hours of Work:

Part-time, 21.75h per week
Location: 

Student Services Centre Portland Building 
Reporting to: 

Head of Academic Support, Dr Barbara Taylor
Purpose of the New Role: 
To provide general day to day administrative support for Academic Support, as part of the Shared Services administrative team. To provide a first point of contact for students and staff, prospective students and parents enquiring about the range of services available in Academic Support.
	
	Main Responsibilities 


	% time per year

	1.
	Administrative support for  the Academic Support team

First point of contact for Academic Support

Responding to queries from staff and students, potential students and parents with regard to the services that Academic Support offers, via telephone and email. 
Booking appointments with AS tutors as necessary and advising students on access to the service. 


	25 %

	2.
	Maintenance of student records: entering new students on the student database (CRM) and updating their records as required;
Day to day retrieval and replacement of files. 

Photocopying and maintaining supplies of Academic Support paperwork.

Maintenance of  forms on Workspace

To share in the organisation and note-taking for team meetings.

Archiving student files each year.


	20%

	3.
	Administrative Support for dyslexic students
To share/support the work of the dyslexia administrator in arranging educational psychologists’ assessments for students; reminding students of their appointments and photocopying reports as necessary. Respond to queries via phone and email. Provide additional support with invoicing for sessions as required.
	20%

	4.
	Administrative support for Pre-entry students

To support the work of the dyslexia administrator in contacting SPLD students prior to their arrival and responding to queries from prospective students and their parents
	15%

	5.
	Invoicing

Raising invoices for support work as necessary to maintain a clear and transparent record of the processes, including inputting of support worker timesheets.

Receiving & processing invoices from external Educational Psychologists 

Receiving and processing travel expense & CPD claims

Monitoring & reclaiming expenses from Access To Work

Monitoring and processing claims from the Alternative Formats Service

Ordering equipment and services as necessary using Agresso, SciQuest etc

	15%


	6.
	Any other duties appropriate to the role and level.
	5%


Knowledge, Skills, Qualifications & Experience

	
	Essential
	Desirable

	Qualifications/ Education


	A good standard of education, minimum of 2 GCSEs or equivalent, including English and mathematics


	A levels or first degree preferable 

Awareness of current disability legislation



	Skills/Training


	· Excellent customer service skills

· Good IT skills specifically Microsoft Office, including Word, Outlook, Access and Excel

· a good listener

· ability to work under pressure 

· ability to follow confidentiality procedures

· ability to work both as part of a team and independently 


	· Use of electronic appointments systems

· Use of Customer Relationship Management systems

· experience of working with people with disabilities 



	Experience


	· a minimum of 2 years  proven experience of working in an administrative or customer service role

	· experience of working within a Higher Education environment 



	Statutory/Legal


	
	


Decision Making

i)
taken independently by the role holder
	Processing enquiries and making decisions about the most appropriate next step

Giving first line advice and resolving mainstream enquiries about the work of Academic support, including study support, dyslexia support, disability support and the Assessment Centre


ii)
taken in collaboration with others
	Responding to non standard queries


iii)
referred to the appropriate line manager (please name) by the role holder
	Complex and urgent situations

Particularly problematic customer enquiries that require managerial confirmation

Decisions that require a structured University procedure to be invoked (complaints procedures)

Line manager: Barbara Taylor


Additional Information

	This role is part of the Shared Services team for Academic Support and Disability Support and provides an initial point of contact to both of these services although focusing on providing administrative support of the Academic Support team. The role holder will provide a friendly welcome and professional support across a wide range of sensitive and complex issues to the students, parents and other members of university staff who may contact the service. The post holder will have to deal with a substantial quantity of sensitive and confidential information and may have to deal with people who are angry or upset. 
The role holder will be an integral part of our administrative team, maintaining and updating our student records system, supporting the pre-entry processes, aiding students who seek to access educational psychologist reports and Disabled Students’ Allowances, managing filing and processing the day to day payments for both teams.




	Head of School/Department 
(or nominee):
	

	Date completed:
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