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Job Description
	Job title:
	Administrative Assistant

	Department/School:
	Student Services

	Grade:
	4

	Location:
	Claverton Campus


	Job purpose

	To work as part of a team contributing to student retention and attainment through the delivery of a range of services that support students enabling successful engagement with study, their broader student experience and progression beyond University.

 To provide administrative support for the specialist teams within Student Services and provide back-up support for the Student Services Helpdesk, as required.  
To contribute to the development of new initiatives and ways of working to meet changing needs and demand of students




	Source and nature of management provided 

	Department Administrator



	Staff management responsibility

	None



	Career and Professional Development Activities

	From time to time you may be asked to assist in the facilitation of CPD activities.  This will form part of your substantive role and you will not receive additional payment for these activities.  



	Special conditions 

	None



	Main duties and responsibilities 

	

	1
	Provide efficient and effective administrative support for all specialist teams including maintaining Excel spreadsheets, scanning & electronic filing and other general administrative tasks



	2
	Extensive use of Student Record System (SAMIS) including Accessibility Manager to complete accurate data inputting


	3
	Production of proof of student status letters via SAMIS on the Web for use by banks, visa consulates and other external agencies 



	4
	Keeping administrative protocols up-to-date and training team members as required in order to ensure resilience and avoid single-points-of-failure 



	5
	Develop systems and processes in liaison with teams and the Department Administrator in order to improve efficiency and continue to ensure procedures are fit for purpose



	6
	When covering the Student Helpdesk, provide a professional, pro-active initial information and advice service for students, staff and third parties, resolving enquiries at first point of contact, where possible and appropriate, and making referrals, as required.



	7
	Effective use of Student Services CMS system (ESD) to make appointments and communicate with students as part of Helpdesk support 



	9
	You will from time to time be required to undertake other duties of a similar nature as reasonably required by your line manager. 
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Person Specification

	Criteria


	Essential
	Desirable

	 
	 
	 

	Qualifications

Good Standard of general

First Degree or equivalent
	
x
	x

	
	
	

	Experience/Knowledge
	
	

	Familiarity with using institutional IT systems, such as student records or comparable systems

Knowledge and understanding of the student experience and the function of Student Services.

Understanding of confidentiality and data protection issues

Using a range of information technology within a work context.
Experience of working in a higher education context
Experience of working in a customer facing role involving complex, sensitive issues


	x

x

x

x
	x

x

	
	
	

	Skills
	
	

	Ability to work accurately with excellent attention to detail and within agreed processes 

Ability to self-organise, set priorities and manage workload efficiently

Good communication skills

Able to work effectively as part of a team


	x

x

x

x


	

	
	
	

	Attributes
	 
	

	Commitment to equality and diversity, and the maintenance of dignity and respect for all students and staff

Willingness to work flexibly across Student Services and develop new skills and knowledge related to the role

Reliable and able to work under pressure


	x

              x

              x
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