	UNIVERSITY OF NOTTINGHAM

ROLE PROFILE


Job Title: 

Postgraduate Research Support Assistant



School/Department: 
School of Life Sciences
Salary:
£14,421 - £15,765 per annum depending on skills and experience.  
Salary progression beyond this range is subject to performance
Job Family and Level:

APM Level 1
Contract Status: 
Permanent
Hours of Work:

36.25 Hours per week. 
Location:

School of Life Sciences, University Park, University of Nottingham 
Reporting to:

Postgraduate Research Support Officer 
Purpose of the Role:
To provide full administrative support to staff, students and visitors of the School. Contributing to the effective operation of the services provided by the Postgraduate Research Support team, as well as the wider Student Administration hub in the Medical School.
	
	Main Responsibilities 
	% time per year

	1
	Student Reception

Duties to include:
· Providing a customer focused, high quality well maintained reception area/service for the School’s student administration office in the QMC building.
· Providing general administrative support for reception (e.g., mail distribution, room bookings, maintenance of noticeboards, stationery supplies, monitoring photocopying equipment/supplies etc). 
· Receive and respond to in person, telephone and email enquiries from current and prospective students, staff and visitors, deciding when to pass on to an appropriate colleague.
· Supporting the distribution of students’ coursework. 
· Acting as Print Champion, supporting problems with printers in the School.


	45%

	2
	Postgraduate Administrative Support/Office Administration
Support the organisation of postgraduate student processes, with support:

· Updating and interrogating databases

· Maintaining filing systems

· Supporting Postgraduate research student induction and symposia.
· Providing administrative assistance on ad-hoc projects (following training as appropriate).
· Updating School and Central University PGR databases (i.e. SATURN and PGRWeb) and extracting information in response to queries.
· Maintaining PGR electronic and paper-based filing systems and mailboxes.
· Responding to enquiries and applications for postgraduate research courses. 
· Distributing applications in a timely fashion in line with University and School policy and strategic objectives. 


	45%

	3
	Undertaking general operational tasks, such as photocopying, copy typing, collection and preparation of mail, finding information on the web, filing and errands to ensure smooth day-to-day running of the School.

	5%

	4
	Any other duties appropriate to the grade and role.


	5%


Knowledge, Skills, Qualifications & Experience
	
	Essential
	Desirable

	Qualifications/

Education
	· Good standard of education evidenced by GCSEs or equivalent, plus previous work experience. 

OR 
· Previous work experience in a relevant role/relevant life experience reinforced by work experience. 

	

	Knowledge/ Skills/Training
	· Good standard of written and verbal communication skills.

· Proven ability to work effectively and efficiently both when alone and in a team.

· Time management skills. 

· Friendly and pleasant manner.


	· Previous customer service experience/experience in a reception environment.
· Willingness to learn new skills.

	Experience
	· Use of Microsoft Office packages including a good knowledge of Word and Excel.  


	· Use of email and the ability to access information on the Internet.


Decision Making
i)
taken independently by the role holder
	· Dealing with routine enquiries and re-directing enquiries as appropriate.



ii)
Taken in collaboration with others;

	· Prioritising workload including unscheduled requests for work, working to tight deadlines, and to a consistently high standard.



iii)
referred to the appropriate line manager by the role holder
	· Complex enquiries, issues and problems.



Due to the requirements of the UK Border and Immigration Agency, applicants who are not UK or EEA nationals and whose immigration status entitles them to work without restriction in the UK will be considered on an equal basis with UK and EEA nationals.  Other non-UK or non-EEA nationals whose employment will require permission to work subject to a resident labour market test may only be considered if there are no suitable UK or EEA national candidates for the post.  Please visit http://www.ukba.homeoffice.gov.uk/ for more information.  

