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Job Description
Senior Administrator UC Sheffield (Higher & Adult Education)

Salary:		Level 5	

Reporting to:		Higher Education Quality and Enhancement Manager.

Role Purpose
The Sheffield College is a large, vibrant, and diverse further education college and we are proud of how the college contributes to meeting local skills needs and transforms lives through learning. 

We have high aspirations and standards for ourselves, and our learners and this role will be a key one in supporting the college’s mission to be consistently great and ensure our students get the qualifications and skills they need to go further in employment, careers, apprenticeships, further training, and university level courses.
[bookmark: _Hlk74151386]
This professional role is responsible for providing and co-ordinating administrative support for the UC Sheffield team, with a particular focus on the quality of the adult and higher education curriculum. The role will require a significant level of professional autonomy, independent decision making and proactiveness. There is potential for future supervisory responsibilities, as the UC Sheffield team grows further. 

You will also work collaboratively with the Curriculum Administrative Services Manager to ensure continuity of service and support for cross college administrative developments.

The current key objectives for the role are:
· to manage a busy, fast-paced curriculum administrative services function 
· to support the Higher Education Quality and Enhancement Manager to ensure that all quality regulatory requirements are adhered to, therefore providing students with a positive experience
· to work with Curriculum Support Administrators (as appropriate) provide effective, student focused support for Adult & Higher Education which oversees the curriculum and student journey administration

[bookmark: _Hlk103868965]Main Responsibilities
Reporting to the Higher Education Quality Manager, this post will contribute to the college’s common goals. 

To achieve this, specific duties include, but are not limited to:
· Maintain an excellent standard of administrative support for UC Sheffield
· Work with curriculum and support teams to ensure that Exam Boards, Review Boards and other key aspects of quality assurance are scheduled and supported

· Operate a telephone and email service for UC Sheffield related enquiries

· Coordinate, and monitor the administration associated with Sparks Teaching Services, working supportively with the People Operations and Payroll Team
· Manage the operation of various curriculum administrative systems and processes, including but not restricted to: 
· student applications, interviews, enrolment, and associated processes
· timetabling and programme planning administration
· planning student induction
· on programme survey administration
· open evenings, and related staff rotas
· processes related to students on programme e.g., attendance monitoring, withdrawals, fee payment, extenuating circumstances documentation, etc 
· liaising with internal and external stakeholders to support internal/external verification exercises, exam boards, exams, and end point assessments
· supporting exam entries, qualification achievement administration and certification
· coordinating progression activities to include staffing, rooming, and planning activities
· coordinating the planning and associated tasks for student trips and visits
· monitor and support the Learner Support Fund administration as required
· Co-ordinate and send out student transcripts at the end of the academic year
· Support course leaders and the marketing team with the maintenance of course handbooks

· Support the development of and embed management of the college’s curriculum administrative systems and processes
· Work collaboratively with the Curriculum Administrative Services Manager in identifying ongoing opportunities for delivering excellent customer service and seek improvements to current processes and ways of working, implementing these with all team members, ensuring best practice and lean processes
· Maintain excellent working relationships with service users of the administrative service function
· Provide confidential, and professional business support administration to assigned members of the curriculum management team
· Support the administrative aspects of making sure the college complies with all aspects of Office for Students ongoing conditions of Registration, and the UK Quality Code for Higher Education

· Service various internal and external meetings and higher education exam boards, including arranging diary appointments, preparing meeting agendas and papers, distributing these timely, producing high quality, accurate meeting notes and recording and monitoring follow up of actions
· Coordinate the planning and organising of cross college activities e.g., Open Days, enrolment activities, annual graduation, etc 
· Volunteer and support cross college events i.e., Open Days

The portfolio of responsibilities will be reviewed so that it evolves as part of the college’s strategic growth and success. You will carry out other duties as may be commensurate with the post which do not change the character or purpose of the post which are necessary to maintain high quality standards of business practice.

You may be required to participate in cross college teams and working groups on key projects.

Other Responsibilities
· You will act as a role model to colleagues, ensuring that the responsibilities of the post are carried out in a way that reflects the standards, vision, and values of the college.
· [bookmark: _Int_7qEZQPo7]To proactively promote and support the college to fulfil its statutory, corporate, and moral responsibilities regarding Safeguarding, EDI, General Data Protection Regulations, Audit and Health and Safety.
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Curriculum Administration Coordinator (Higher Education)
Person Specification
	Experience 
	Essential 
	Experience of coordinating and managing teams across Adult & Higher Education provision

	
	Essential
	Experience of developing systems and processes to support complex activities

	
	Essential
	Experience of working in an autonomous way

	
	Essential
	Experienced in reviewing and refreshing procedures to ensure efficiency and effectiveness

	
	Essential
	[bookmark: _Int_Cf2FfDjU]Consistent performer. Demonstrable track record of performance/achievement throughout career

	
	Essential
	Has worked in similar environments. Proven ability to succeed in this type of environment, working with similar systems and processes

	
	Desirable 
	Experience of working in a Adult & HE administrative capacity

	Qualifications
	Essential 
	Recognised Business Administration or IT qualification at Level 3 or above (or equivalent experience)


	
	Essential
	Level 2 Maths and English or equivalent

	Knowledge
	Desirable 
	Knowledge of the Further and Higher Education sector

	Skills
 
	Essential 
	Excellent communicator, verbally and in writing, 
including the ability to draft correspondence and minutes to a high standard of presentation and accuracy

	
	Essential
	[bookmark: _Int_vSrerhly]Strong team working skills

	
	Essential 
	[bookmark: _Int_iX5Exmyw]A high level of IT skills, knowledge of Microsoft Office and the ability to quickly master other online platforms and software packages i.e., Adobe

	
	Essential 
	Excellent organisational, planning and prioritisation skills, including the ability to plan and prioritise own workload and delegate effectively

	
	Essential
	The ability to deal with confidential and sensitive information and situations with diplomacy, discretion, and tact

	
	Essential 
	Able to promote (face to face and online) the activities and image of The Sheffield College in a positive manner, with a wide range of stakeholders


	Behaviours
	Essential 
 
	Personal values align with the college values

	
	Essential
	Personal commitment to Safeguarding, Equality, Diversity and Inclusion and continuing professional development

	
	Essential
	Able to act with a high degree of autonomy and work flexibly to achieve outcomes

	
	Essential
	Evidence of a solutions focussed mindset/approach

	
	Essential
	Demonstrates resilience. Ability to work calmly under pressure


 
2 | Page

image1.png
The

Sheffield
\ College ’




