
Job Description
			
[bookmark: _Hlk212119446]POST:		Temporary Registry Administrator (Fixed Term)

LOCATION:		Hartlepool

LINE MANAGER:	Director of HE Academic Quality and Enhancement


JOB PURPOSE:

The overall purpose of the role of Temporary Registry Administrator is to provide administrative support and accurate record-keeping within the Registry section of the School’s higher education provision.

MAIN DUTIES & RESPONSIBILITIES:

1. To be the first point of contact for general staff and student queries within the Registry’s remit and function.

2. To provide administrative support for the functions of the Registry as instructed by the Academic Registrar. 

3. To maintain student records for the School’s higher education provision, including the processing of enrolments, transfers and withdrawals (through the School’s MIS system).

4. To maintain and update records of student qualifications on entry.

5. To carry out regular checks of student data as instructed by the Academic Registrar and ensure that it is accurate.

6. To monitor the completion of registers and provide reports on student attendance as required.

7. To assist with the processing and maintenance of student assessment records. 

8. To process examination correspondence with students.

9. [bookmark: _GoBack]To process results correspondence to students, including the dissemination of certificates and transcripts and dealing with initial student queries relating to results.

10. To organise meeting arrangements related to the academic misconduct procedures.

11. To provide secretarial support to the School’s deliberative structure by assisting the Academic Registrar to prepare and disseminate papers, take minutes, and monitor the completion of actions arising.

12. To take minutes of formal and informal meetings as required.


GENERAL DUTIES:

· Ensure other members of the team have information to cover effectively for you in your absence.

· To engage in professional development and networking to ensure that professional, and strategic contributions are up-to-date.

· Ensure that the Corporation’s Health & Safety Policy is adhered to at all times and take responsibility for general health and safety housekeeping within your work area.

· Participate actively in the performance management scheme, agreeing objectives, attending reviews and undertaking professional development as required.

· Ensure that the Corporation’s Equality and Diversity policy is adhered to at all times and tackle or report discrimination and harassment wherever it occurs.

· Ensure the safeguarding of learners at all times and report any potential issues without delay.

· All employees are expected to be fully committed to policies/processes on equality, diversity, safeguarding and the Prevent Agenda.

· Any other duties commensurate with the nature and level of the post, as directed by the Director of HE Academic Quality and Enhancement or the Principal.

· This list is not exhaustive and is only an indication of responsibilities.

EQUALITY, EQUITY, DIVERSITY AND INCLUSION
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At The Northern School of Art, we want all of our employees to feel included bringing their passion, creativity and individuality to work. We value all cultures, backgrounds and experiences, and we truly believe that diversity drives innovation. 
		Job Description - HE Quality Assurance Officer
Person Specification

HE Quality Assurance Officer

	Specification, whether essential or desirable, and where the specification will be tested
	ESSENTIAL
	DESIRABLE

	Qualifications
	
	

	5 GCSEs at grade C or above, or equivalent, including English and Maths
	Y
	

	Evidence of continuing professional development and regular updating of skills
	
	Y

	Qualification in the use of IT packages e.g. CLAIT, ECDL
	
	Y

	Further qualification in related subject e.g. NVQ Level 3 Business Administration
	
	Y

	Experience / Knowledge
	
	

	Experience of working within the quality assurance sector of higher education
	
	Y

	Experience of working in a busy office
	Y
	

	Experience of using large databases to input, check and extract information
	
	Y

	Experience of working to tight deadlines
	Y
	

	Experience of supporting enrolment processes and dealing with the annual student data cycle. 
	
	Y

	Experience of formal minute-taking
	
	Y

	Experience of checking the accurate completion of registers and producing student attendance monitoring reports
	
	Y

	Experience of entering information related to assessment outcomes
	
	Y

	Knowledge, skills and abilities
	
	

	Advanced knowledge of Microsoft Office, including ability to use Word and Excel to a high standard
	
	Y

	Basic knowledge of data protection issues
	
	Y

	Knowledge of the data requirements of the FE/HE sector
	
	Y

	In-depth knowledge of Compass software: Pro-solution
	
	Y

	Basic knowledge of School data collection systems e.g. enrolment, absence reporting
	
	Y

	Able to work effectively as a member of a team
	Y
	

	Willing to deliver hours flexibly according to need
	Y
	

	Adaptable – able to respond quickly to the varying needs of the service
	Y
	

	Ability to maintain confidentiality of information
	Y
	

	Excellent verbal communication skills - able to communicate effectively with School staff at all levels,  with students from varying backgrounds, and with other stakeholders
	Y
	

	Excellent written communication skills – able to write effective emails and letters 
	Y
	

	Excellent prioritisation and organisational skills – able to work to deadlines
	Y
	

	Able to work with accuracy and speed 
	Y
	

	Friendly and helpful manner
	Y
	

	Good numeracy skills
	Y
	

	Ability to work unsupervised and on own initiative to complete tasks and fulfil functions
	Y
	

	Professional presentation of work and self – able to deal confidently with people external to the institution, both face to face and over the telephone or email
	Y
	

	Able to deal sensitively and confidently with students of varying ability and knowledge levels
	Y
	

	Punctual and reliable
	Y
	

	Self-motivated and enthusiastic, able to work without constant supervision
	Y
	

	Ability to identify and propose ideas for continuous improvement, both in own performance and department processes
	Y
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