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Job description

	Job title
	  Course Support Administrator 

	College/Service
	Professional Service Operations

	Department/Team
	Academic Registry Course Support Service 

	Accountable to
	Assistant Head of Course Support / Course Support Manager 

	Contract
	Permanent 

	Term
	35 hours per week, 52 weeks per year

	Grade
	Grade 3

	Salary
	£ per annum 
£32,624.00 - £39,342.00

	Location
	UAL - Various sites, London UK

	HERA Reference
	001734



Purpose of the role
To provide full and comprehensive Course Support and record maintenance for a specified portfolio of courses, delivering excellent customer service in accordance with the procedures and regulation of UAL, and acting as the first point of contact for student enquiries.

The role holder will be expected to contribute to excellent service delivery standards by providing information, support and high-quality customer service to academics and students in accordance with agreed standards to enhance the student experience
Key duties and responsibilities
· Assisting academic course team members and students, to help deliver a high-quality student experience 
· Providing a seamless and excellent customer service to staff and students
· [bookmark: _Hlk94563264]Responding to student queries and on course enquiries via email, Moodle, phone and face to face to provide advice, guidance and signposting as appropriate.
· Supporting course level communication to students through a variety of channels including Moodle, and acting as an interface between staff and students, referring enquiries to the appropriate point of contact or specialist services
· Assisting course teams in the maintenance and population of course Moodle pages.
· Supporting the monitoring of student attendance including collection of attendance data.
· Assisting course teams with students' tutorial organization, maintain records of attendance and helping with associated communications as required
· Working with course teams to organise student submission of work for assessment as required.
· Working with course teams to organize student group and sub-group allocation. Producing student lists and registers as required by the course team
· Supporting course level activities including (but not limited to) student events, trips, external speakers, room bookings and team meetings. Assisting with course organization including through development of course calendars.
· Supporting preparation of teaching materials including unit guides and handouts. Assisting course teams with stationery and consumables orders, and providing support with financial administration as required.   
· Assisting course teams with the organization of degree shows
· As part of UAL Academic Registry, assisting colleagues in other areas as required to facilitate University-wide activities such as graduation and enrolment.
· Ensuring familiarity with agreed processes and procedures, providing a consistent approach to students and course teams
Key working relationships
· Assistant Head of Course Support
· Course Support Manager
· Course Support Team 
· Programme Directors
· Course Leaders
· Course Teams
· University Academic Registry Teams
General duties
These duties below are in addition to the duties and responsibilities listed above:
· Perform duties and tasks consistent within the scope and grade of your role as reasonably may be expected and assigned to you from anywhere within the university. 
· Undertake health and safety duties and responsibilities appropriate to the role. 
· Work in accordance with the University’s Staff Charter and Dignity at Work Policy and anti-racism plans, promoting equality diversity and inclusion in your work. 
· Undertake continuous personal and professional development, and to support it for any staff you manage through effective use of the University’s Planning and Review Conversations (PRC) scheme and staff development opportunities. 
· Make full use of all information and communication technologies to meet the requirements of the role and to promote organisational effectiveness. 
· Conduct all financial matters associated with the role in accordance with the University’s policies and procedures, as laid down in the Financial Regulations. 
· Contribute to the University’s Climate Action Plan and Social Purpose Strategy which sets out our principles, commitments and goals towards climate justice and our socio-environmental purpose. 
· You may be required to work such additional/different hours as may from time to time be necessary for the proper and efficient discharge of duties which may include evenings, Saturdays, Sundays and bank holidays.
· You may be required to regularly travel to other sites and internationally as necessary.
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Person specification
This section provides a list of up to 10 essential criteria (and up to 2 desirable criteria if specified) that you will need to demonstrate you meet as part of the recruitment process.
Experience, knowledge and qualifications
· A Level or equivalent qualification, or relevant experience

· Experience of working in a front line, customer focused position preferably within Higher Education (Desirable)


· Demonstrates a good understanding of and commitment to excellent customer service.

· Ability to use a range of Microsoft Office applications


· Experience in using virtual learning environments such as Moodle.
Communication skills
· Communicates effectively orally, in writing and/or using visual media

· Has experience of compiling own correspondence; data entry and producing letters / emails 

· Ability to communicate with a diverse set of stakeholders via both spoken and written communications
Leadership and management N/A
Research, teaching and learning or Professional practice.N/A
Planning and managing resources
· Plans, prioritises and organises work to achieve objectives on time.
Teamwork
· Works collaboratively in a team and where appropriate across or with different professional groups.
Student experience or customer service
· Provides a positive and responsive student or customer service - experience of providing a student facing, user centered service.
Creativity, innovation and problem-solving
· Uses initiative or creativity to resolve problems

			
			 2
image1.png
chelsea
college of arts

wimbledon
college of arts

camberwell
college of arts

central
saint martins

london college
of communication

london college
of fashion





image2.png
chelsea
college of arts

wimbledon
college of arts

camberwell
college of arts

central
saint martins

london college
of communication

london college
of fashion





image3.png




image4.png
ual:




