Job Description – 
	Job Title
	Senior Administrator (Grade 5) 
	Code
	

	Subject/Service Area
	Human and Digital Sciences (HDS)

	Reports to
	University Executive Manager (UEM).

	Accountable To
	PVC Academic 

	Purpose of Job

	To provide and co-ordinate professional administrative support across the Schools within HDS, including the School of Computer Science and the Environment, School of Psychology and School of Health and Sport Sciences.
Working closely with the University Executive Manager (UEM), academic colleagues and professional services teams, to play a key role in supporting and delivering a range of administrative and operational activities across the schools, providing a professional service for staff and students and contributing to an excellent student experience.


	Key Tasks / Responsibilities

	· Proactively support the UEM and other administrative and academic colleagues.
· Assist and support the operation of school budgets including collating financial information, reconciling credit card spend, preparing financial reports and follow end of financial year process. 
· Support the University’s Health and Safety Policy and ensure that it is adhered to across all schools.
· Monitor and maintain school retention schedules, ensuring they are aligned with the Office for Students condition of registration.
· Monitor and administer hourly paid staffing requests across the schools, checking accuracy and carrying out right to work checks.

· Co-ordinate and monitor the student attendance and engagement process, working in close collaboration with the UEM and academic staff to ensure accurate records of attendance and engagement are maintained and appropriate action is taken.
· Ensure marketing materials, including school websites, remain up-to-date and accurate at all times.
· Ensure External Examiner administrative processes are working effectively, including liaising with External Examiners, updating External Examiners register, processing reports and expenses.

· Proactively identify and make recommendations for improvements to the administrative service and take a lead in implementing them.

· Support and review quality assurance processes and reporting systems and ensure schools comply with University policies and procedures.
· Monitor and maintain accreditation activity.

· Coordinate GDPR action plans/governance processes to monitor data protection within the schools.

· Coordinate and monitor Peer Observation process across the schools
Working in collaboration with administrative and academic colleagues, as and when required, to: -
· Receive and process enquiries in a timely and efficient manner to contribute to the student experience, and to provide a customer-facing professional service in delivering activities relating to undergraduate and postgraduate taught students and staff. 

· Undertake general administration such as printing, photocopying and producing/circulating documents, generating and booking appointments and maintaining online calendars.

· Arrange, service and support committee/school/student voice meetings including room bookings, co-ordinating diaries, distribute papers, minute taking and following up on any action items.  
· Book travel and accommodation for staff and students in line with University regulations and procedures.

· Administer departmental finances including processing sales and purchase orders, checking goods received and processing invoices for payment, ensuring compliance with University financial regulations and purchasing procedures.

· Maintain up-to-date records as required using University systems (SITS, CIPHR, and UNIT4).

· Collate and input assessment data into the central database, liaising with the Registrar’s Office as appropriate.

· Liaise with External Examiners as requested and ensure Award & Progression Boards operate according to University processes. 
· Collate student attendance data and information and assist with the monitoring of student attendance/engagement.
· Collate and coordinate data and information in order to support management information reporting requirements.
· Have a well-developed understanding of the University’s regulations, policies and procedures. 

· Assist in the organisation of conferences/academic/research events, delivering them within timescale and budget including venue booking, event set up and ordering of hospitality.

· Participate in key University activities such as welcome week, inductions, open days, and graduation.

In addition:
Mentor less experienced colleagues in the team.

Provide cover for colleagues at busy times and in cases of absence.
Undertake any other reasonable duties allocated by the University Executive Manager.




	Materials, resources & equipment to be used

	Standard office equipment (e.g. computer, phone, etc).


	Qualifications / Experience Required

	Good general education to degree level.
Excellent communication skills – both written and verbal.
Excellent working knowledge of Microsoft Office in particular Word, Excel and Electronic Diary.
High attention to detail and excellent administration and organisational skills.

Able to effectively plan, organise and prioritise workload and multi-task when necessary.
Excellent IT and data analysis skills and an ability to develop new solutions and processes.

Able to work on own initiative, self-motivated and able to work under pressure. 
Ability to manage the demands of multiple projects and completing demands on time.



	Regular contacts (internal / external)

	University Executive Manager

Head of School
Academic staff

Students

Other Administrators

Professional accreditation bodies and external agencies
University professional services support teams


	Staff Reporting to Post holder

	None – but will co-ordinate the work of the administration team under the direction of the University Executive Manager.



This Job description is a guide to the work you will initially be required to undertake. It may be changed from time to time to meet changing circumstances. It does not form part of your Contract of Employment. 
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