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Job Description

	Job title:
	Programme and Placement Administrator

	Department/School:
	Faculty of Science

	Grade:
	5 

	Location:
	Shared Administrative Office, University of Plymouth



	Job purpose

	This is a joint role between Programmes and Placements Teams to support the effective programme and placement delivery for the newly-launched University of Bath MPharm Pharmacy degree at the University of Plymouth. 

The postholder will form part of the Faculty’s Taught Programmes team and the Faculty’s Placement Team, ensuring that services are efficient, effective and adapt to changing circumstances alongside engaging operationally with all aspects of placement activity and providing specific administrative support to the placements operation for Pharmacy at Plymouth. 

This is a busy and varied role based at the University of Plymouth campus, so the postholder will need to have excellent organisational and communication skills with colleagues in Plymouth and Bath, demonstrate a good use of initiative and be reactive to changing priorities. 




	Source and nature of management provided 

	Student Support Officer with input from the Programmes Officer/ Programmes Manager (Operations) and Head of Placements & Engagement/Placements Officer

Student Support Officer
(based in Plymouth)


                                                                  Head of Placements/ Placements Officer
(based in Bath)

Programmes Manager (Operations)/ Programmes Officer
(based in Bath)

	


Programmes and Placements Administrator
(based in Plymouth)


                                                                                     
	
Placements Team

Taught Programmes Team




	Staff management responsibility

	N/A



	Special conditions 

	You will from time to time be required to undertake other duties of a similar nature as reasonably required by your line manager. These may include assisting in the facilitation of CPD activities and Open Days. This will form part of your substantive role and you will not receive additional payment for these activities.  Annual leave may be restricted during peak workload periods.  



	Main duties and responsibilities 

	1
	Support for Programme Delivery
Working with the Taught Programmes Team: 
· Act as a point of contact for students, staff, external providers and visiting lecturers, dealing with enquiries and providing support in a professional and welcoming manner
· Working with the Programmes Administrator for Life Sciences, facilitate and act as secretary for Staff Student Liaison Committees (SSLC)
· Set up Online Unit Evaluations, download results and co-ordinate Unit Convenor responses
· Provide support as required for induction and other events


	2
	Support for Placements Activity
Working with the Placements Team:
· Establish, maintain and use clear and effective means of communication with staff and students, i.e. email distribution lists, Moodle pages, MS Teams
· Administration for our MPharm placements including the week long Pharmacy practice based placements, and shorter Clinical learning in Practice (CLIP) placements, Inter professional education (IPE) and Experiential learning. Working closely with the Director of Practice Based Learning, Teacher Practitioners, Pharmacy Practice Educators (PE’s) and external contacts for Hospital, Community Pharmacy and GP practices where appropriate.
· Keeping accurate records of students attending placements, who have incomplete placements and liaising with appropriate contacts to re-arrange mandatory activities where necessary. 
· Arranging transport and in some instances accommodation for student placements,liaising with bus and taxi companies to find competitive rates.Using the UOB agresso system to raise purchase orders and for the authorisation of credit card payments. 
· Keeping detailed accurate records of all outgoing placement expenses for the MPharm programme. 
· Updating Moodle pages with placement details, including risk assessment, expenses information, and other associated paperwork, and MPharm careers Moodle page (or Career hub) with summer placements for the appropriate MPharm year groups.  Advertising Foundation year vacancies that are not on the ORIEL system.
· Working with Placement Team to organise and run the annual Pharmacy Careers fair including the arranging of portering, catering and other related administrative tasks.
· Liasing with The Director of practice placement learning with the administration and support of Pharmacy students in securing a Foundation year through ORIEL(UK-wide portal and recruitment system).
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	Student Records
· Assist with all necessary functions relating to student records including enrolment and progression, through to graduation
· Process forms relating to changes in students’ circumstances (suspensions, withdrawals, programme changes) 
· [bookmark: OLE_LINK1][bookmark: OLE_LINK2]Assist with the updating of unit choices on the University student records system, ensuring that all student choices relating to their programme of study have been authorised, and are correct
· Maintain, update and archive all student files, handbooks and records on a regular basis
· Be aware of the implications of the Data Protection and Freedom of Information Acts on the processing of student and staff data
· Grouping students and assigning them to CLIP, IPE and Experiential learning, ensuring that students remain in their groups and allocated hospital throughout the programme where possible.  Liaising with students and PE’s ensuring students arrive at their locations in a timely manner and that clear details on transport and locations are given to students. 
· Collating student data and assigning them (with assistance) to relevant week long placements in Practice based learning..  Liasing closely with students ensuring that they are fully supported in securing accommodation (where appropriate), hospital honorary contracts, claiming travel expenses and any other student queries relating to the placement.
· Prepare & issue relevant documentation in support of placement activity to all stakeholders
· Receiving and processing student expenses for placements, for travel and accommodation
· Supporting Placement Officer with student placement accommodation


	4
	Assessment
Working with the Programmes Administrator for Life Sciences:
· Provide support for the receipt, collation and distribution of student assignments/projects for marking
· Facilitate and provide operational support for in-class tests throughout the year
· Support the moderation/examinations process, including the process of collating exam papers for review by External Examiners
· Assist with the implementation of invigilation schedules 
· Input marks (coursework & examination) where appropriate 
· Assist with the production of paperwork for the Boards of Examiners meetings and Individual Mitigating Circumstances (IMC) panels, providing additional support where required
· Assist with the production of results letters to be sent to students
· Support the retention and archiving of student assessed work in accordance with Records Retention Policy
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	Teamwork
· Be a proactive, collaborative and co-operative member of the Faculty Taught Programmes Team and the Faculty Placements Team, contributing to the effective delivery of service in these teams and others within the Faculty.


	6
	Commitment to the University’s Effective Behaviours Framework
As a holder of the Association of University Administrators Mark of Excellence Award, the University has identified a set of effective behaviours which we value and have found to be consistent with high performance across the organisation. Professional Services staff are expected to exhibit these behaviours with a commitment to on-going personal development in these areas. Further details are outlined in the person specification.

	This is not intended as an exhaustive list of duties or a restrictive definition of the post but rather should be read as a guide to the main priorities and typical areas of activity of the postholder. These activities are subject to change over time as priorities and requirements evolve and as such it may be amended at any time by the line manager following discussion with the postholder.



Person Specification

	Criteria: Experience/Knowledge
	Essential
	Desirable

	Experience in an administrative support role preferably with experience of student administration or equivalent experience working in a busy office in an administrative role
	P
	

	Experience of working within the Higher Education sector
	
	P

	Understanding of the role of placement students within organisations
	
	P

	Knowledge of standard IT packages and databases eg MS Office 365
	P
	

	Working knowledge of University specific software (including SITS, Business Objects, Moodle, Agresso)
	
	P

	Experience of maintaining clear and accurate records
	P
	

	Experience of effectively organising a busy workload with sometimes conflicting priorities, to meet deadlines
	P
	

	Evidence of working within specific frameworks e.g. Quality Assurance compliance
	
	P

	Evidence of effective team working
	P
	

	Experience of servicing/minuting meetings
	
	P



	Criteria: Skills
	Essential
	Desirable

	Excellent written and oral communication skills, with a high level of accuracy and attention to detail
	P
	

	Excellent interpersonal skills in order to communicate effectively with staff, students and members of the public. Ability to develop good working relationships.
	P
	

	Ability to coordinate resources other than oneself (arrange events)
	
	P

	Competent, conscientious and motivated with a methodical approach to work
	P
	

	Ability to handle confidential information with tact and discretion
	P
	

	Ability to be adaptable and flexible and to learn new skills quickly
	P
	



	Criteria: Professional Qualifications
	Essential
	Desirable

	N/A
	
	




	Criteria: Academic Qualifications
	Essential
	Desirable

	Good level of general education; educated to A Level (or equivalent) or above 
	P
	

	Education to degree level or equivalent relevant professional experience
	
	P



	Effective Behaviours 

To be most effective in this role the University has identified a set of effective behaviours.  These behaviours do not examine technical competence, rather they identify the behaviour patterns that are valued due to them being consistent with high performance across the organisation.  This table identifies how this set of effective behaviours applies to this specific role:


	Managing self and 
personal skills:

	· Monitors the effectiveness of working relationships and adjusts behaviour accordingly 
· Receives feedback constructively
· Behaves professionally when faced with challenging situations 
· Demonstrates self-awareness

	Delivering excellent service:

	· Sees things from the customer’s viewpoint
· Resolves problems efficiently in a polite and professional manner
· Ensures knowledge of systems and processes are kept up to date to enable provision of accurate information
· Operates within appropriate boundaries and manages expectations
· Is always polite and professional

	Finding innovative solutions:

	· Uses informal systems and channels of communication to support objectives
· Makes use of information gained through personal networks, team meetings and other communication channels
· Recognises that time is cost and adjusts behaviour accordingly
· Can refer to information and resources in order to answer queries and support colleagues

	Embracing change:

	·  Views change situations as opportunities for improvement and development
· Remains positive about moving forward
· Successfully performs in varying environments
· Demonstrates flexibility and adaptability
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