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Job Description 
	Job title:


	Finance and Course Administrator

	Department/Faculty:


	Skills Centre

	Grade:


	4


	Location:


	University of Bath premises



	Job purpose


	The post holder will be responsible for all aspects of financial processing in the Skills Centre, using the University’s finance system. S/he will also work alongside the Pre-sessional Administrator to carry out admissions processing and course administration for the Pre-sessional courses. The post holder will also provide direct administrative support to the Skills Zone (Writing Centre and Mathematics and Statistics Help (MASH) resource centres) in addition to providing day-to-day PA support to the Head of the Skills Centre.
This is a wide and varied role, which involves dealing with, and supporting, many aspects of student-facing services. The post-holder must be able to work on his/her own initiative, deliver high quality administrative support  and develop a sufficiently detailed understanding of both the Centre’s and University’s support services to be able to signpost students appropriately and effectively.
The post holder will be part of the Operations Team reporting into the Deputy Head of the Skills Centre.



	Source and nature of management provided


	Operations Manager


	Staff management responsibility


	None


	Special conditions 


	None


	Main duties and responsibilities


	1. Finance
Be responsible for all financial administration, to include:
· Processing invoices for payment

· Generating student course fee invoices
· Processing staff expenses

· Staff salary claims
· Interface with Finance Office regarding day-to-day financial matters

· Using Agresso finance system for financial transactions and monitoring

· Following Financial Procedures as set out by the Finance Office
· Providing budget reports as required


	2.  Pre-sessional Course Administration
As part of the Operations team’s responsibilities, work alongside the Pre-sessional Administrator (and provide cover when necessary) to:
· Respond to student course enquiries for full-year and summer courses

· Process applications on the University’s Student Record system (SAMIS), applying agreed criteria with regard to academic requirements, English levels, etc.

· Keep records on all applications and admissions updated for reporting purposes
· Enter decisions and generate offers using SAMIS with the aim of 100% accuracy
· Liaise with the Head of Pre-sessional and other members of the Skills Centre Management Team together with key University stakeholders, e.g. the University Admissions Office, Faculty Admissions Administrators.
· Support the Head of Pre-sessional to build strong working relationships with key stakeholders in support of both the Centre’s and wider University’s recruitment activities
· Make decisions on accepting applicants, usually according to criteria agreed with the Head of Pre-sessional
· Liaise with Accommodation regarding student numbers and bookings

· Work with the Operations Manager, Finance & Course Administrator and Academic Skills Course Administrator to develop new business practices and processes
· Provide data to model student numbers for all Skills Centre Programmes
· Prepare end-of-term student reports and certificates
· Provide direct support to the Pre-sessional team to ensure all aspects of course administration are managed efficiently and effectively

· Manage the course administration required by the Pre-sessional Course Leaders and their summer teaching teams during the intensive period of five and ten-week courses


	3. Skills Zone (Writing Centre and MASH) Administration
Provide high quality administrative support to the Writing Centre and MASH, to include:
· Responding to student and staff enquiries

· Maintaining the online booking systems and student submissions
· Liaising with the tutoring team to timetable tutorials

· Arranging timetables for drop-in sessions

· Arranging, attending and taking notes at regular Writing Centre Tutor meetings

· Booking rooms for tutorials

· Ensuring that the Writing Centre and MASH runs smoothly and efficiently for those providing and using the service



	4. PA support to the Head of the Skills Centre
Provide high quality PA support to the Head of the Skills Centre, to include:

· Diary management

· Preparing paperwork in advance of meetings

· Travel arrangements and hotel bookings

· Maintaining records, including confidential records 

· Responding to enquiries on behalf of the Head when required
· Note-taking at appropriate meetings when required

· Organising refreshments for meetings when required


	5. Equipment, stationery and materials maintenance
Be responsible for equipment, ordering stationery and materials maintenance:
· Monitor office equipment and supplies

· Ensure that paper, toner cartridges, staples, etc. in photocopier are replaced; re-order supplies as required

· Maintain records on all office equipment and computers 
· Keep stationery cupboard tidy and replenished
· Sign out/in equipment/resources
· Ensure that learning/teaching resources used by teachers are stored securely and accessibly
· Order new materials and resources as appropriate


	6. Additional duties
· Support the Operations Manager and Skills Centre Management Team in development of new initiatives and activities across the Centre, as required 
· Maintain effective communication with the Operations Manager and Skills Centre Management Team
· Act as Secretary to the Skills Centre working groups
· Deal with telephone, email and personal enquiries appropriately, executing enquiries directly whenever possible and referring others to the appropriate member of staff

· Provide general administration duties, including data entry, web page maintenance and updating, catering and room bookings and photocopying
· Assist other Skills Centre administrators during busy periods and providing cover for them during absence/holidays
· Provide support as and when needed by Course Leaders

· Provide on-the-job training to colleagues when appropriate

	You will from time-to-time be required to undertake other duties of a similar nature as reasonably required by your line manager. You are required to follow all University policies and procedures at all times and take account of University guidance. 
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Person Specification
	Criteria
	Essential
	Desirable

	Qualifications
	
	

	Good level of education; educated to A Level or an equivalent qualification that demonstrates required communication and critical thinking skills
	(
	

	Experience/Knowledge
	(
	

	1. Experience of admissions in a higher education setting
	(
	

	2. Experience of working with financial systems
	(
	

	3. A proven record of generalist administrative experience
	(
	

	4. An awareness of good data management practice e.g. Freedom of Information, Data Protection.
	(
	

	5. Experience of database and reporting tools
	(
	

	6. Knowledge of the UK higher education systems
	
	(

	7. Experience of working in an English Language Centre or similar EFL environment
	
	(

	8. Experience of working in a customer-focused environment
	(
	

	9. Knowledge of qualification frameworks and international equivalences
	
	(

	Skills and Attributes
	
	

	1   Computer literate with experience of MS Word, Excel and email packages
	(
	

	2. Ability to work with the required level of speed and accuracy
	(
	

	3.   Strong planning & organisational skills:

· Well organised and able to plan work effectively
· Accurate keeper of records
· Able to prioritise objectives and work tasks and meet objectives and deadlines and deliver on schedule
· Proven ability to finish jobs and deliver on schedule
	(
	

	4.   Excellent verbal and written communication skills
	(
	

	5.  Customer Focus

· Commitment to high quality customer service

· Commitment to continuous improvement of the customer’s experience 
· Responsive to problems and complaints 
	(
	

	6. Teamwork

· Strong team working skills - able to be helpful and supportive of other team members and work cohesively with colleagues from other teams across the University. Able to listen and take advice from colleagues
	(
	

	7.  Initiative and Problem Solving

· Deal with applicant concerns and complaints effectively and efficiently

· Adapt procedures at short notice when circumstances require

· Act creatively but appropriately in an environment where change is a constant feature
	(
	

	8  General

· Proven ability to maintain a professional attitude

· Able to work effectively under pressure
	(
	

	9. Flexibility

· Flexible, adaptable and willing to work outside normal working hours occasionally
· Willingness to undertake training
	(
	


	Effective Behaviours Framework
The University has identified a set of effective behaviours which we value and have found to be consistent with high performance across the organisation. Part of the selection process for this post will be to assess whether candidates have demonstrably exhibited these behaviours previously. 


	Managing self and personal skills:

Willing and able to assess and apply own skills, abilities and experience.  Being aware of own behaviour and how it impacts on others.

  

	Delivering excellent service:

Providing the best quality service to all students and staff and to external customers e.g. clients, suppliers. Building genuine and open long-term relationships in order to drive up service standards.

  

	Finding innovative solutions:

Taking a holistic view and working enthusiastically and with creativity to analyse problems and develop innovative and workable solutions.  Identifying opportunities for innovation.

  

	Embracing change:

Adjusting to unfamiliar situations, demands and changing roles.  Seeing change as an opportunity and being receptive to new ideas.

 

	Using resources:

Making effective use of available resources including people, information, networks and budgets.  Being aware of the financial and commercial aspects of the University.



	Engaging with the big picture:

Seeing the work that you do in the context of the bigger picture e.g. in the context of what the University/other departments are striving to achieve and taking a long-term view.  Communicating vision clearly and enthusiastically to inspire and motivate others.

  

	Developing self and others:

Showing commitment to own development and supporting and encouraging others to develop their knowledge, skills and behaviours to enable them to reach their full potential for the wider benefit of the University.

  

	Working with people:

Working co-operatively with others in order to achieve objectives.  Demonstrating a commitment to diversity and applying a wider range of interpersonal skills. 

  


	Achieving results:

Planning and organising workloads to ensure that deadlines are met within resource constraints.  Consistently meeting objectives and success criteria.

  


