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JOB DESCRIPTION
POST:
Placements Administrator
POST REF:





SCHOOL / DEPARTMENT:
Student Life
GRADE:
3
REPORTING TO:

Placements Manager
MANAGEMENT RESPONSIBILITY:
None
POST:



JOB PURPOSE: 
To work closely with colleagues in the Careers, Placements and Student Opportunities Team and ensure delivery of a pro-active, high quality service to staff, students and external stakeholders through personal contribution and co-ordinated administrative activities.
DUTIES AND RESPONSIBILITIES:

1. To work pro-actively with the Placements Manager and other team members to source high quality placements that meet the needs of all undergraduate and postgraduate programmes with a requirement for student placements.
2. To support the work of the team in communicating with academic staff, students and external stakeholders, distributing and collating information, maintaining the accuracy of our database and referring enquiries to the appropriate individuals.

3. To provide support to Subject Directors in the preparation of all documentation relevant to placements and the maintenance of online guidance covering all aspects of student placements.
4. To disseminate, collect and collate information from students relating to their placement (e.g.  travel documents)

5. To liaise with other administrative staff to support the arrangement of External Examiner visits to students on placement where this is a requirement of the programme.
6. To provide administrative support for committees, working parties and liaison groups relating to student placements by booking rooms, arranging agendas, circulating papers, and preparing minutes.
7. To maintain working knowledge of the business of the team and thereby facilitate flexible patterns of support and continuity of service to internal and external stakeholders.
8. To undertake training and development to enhance the efficiency and quality of service provided by the team.
9. To adopt a proactive approach in relation to continual process improvement for the team, maintaining and developing appropriate technical skills to maximise the use of available systems for the delivery of a high quality service.

plus

· Any other duties as may reasonably be required.

· Ensure that the highest standards of professional performance are maintained.
· Promote equal opportunities in the work of the department to include a commitment to the International Strategy of the University.

· Ensure compliance with relevant legislation and statutory codes of practice, as advised.
· Participate in the arrangements for performance review.
· Ensure that professional skills are regularly updated through participation in training and development activities.
· Ensure all University policies are implemented within the remit of this post.

HEALTH & SAFETY

Under the Health & Safety at Work Act 1974, whilst at work, members of staff must take reasonable care for their own health and safety and that of any other person who may be affected by their acts or omissions. 

PERSON SPECIFICATION



POST TITLE:

Placements Administrator
DEPARTMENT: 
Careers, Placements & Student Opportunities
The Person Specification focuses on the knowledge, skills, experience and qualifications required to undertake the role effectively. 


	REQUIREMENTS

The postholder must be able to demonstrate:
	ESSENTIAL (E)

DESIRABLE (D)

	MEASURED BY:

A     Application form

I       Interview

T/P  Test/Presentation

	EDUCATION/TRAINING

(Academic, vocational/professional and other training)
	
	

	Good standard of education.


	E
	A

	KNOWLEDGE & EXPERIENCE

(e.g. report writing, office experience, Microsoft office)


	
	

	Ability to maintain administrative systems and procedures.

Ability to write letters, reports etc.

Ability to take and record minutes and use an appropriate written style

Experience in managing a complex workload and prioritising conflicting demands.

Experience of working within Higher Education.

Good numeracy skills with ability to understand basic calculations and to accurately input figures ensuring attention to details.

Excellent PC/keyboard skills, computer literate with experience in the use of MS Office applications (Word, Excel, Access, Powerpoint, Outlook, Publisher)

Experience of using SITS

Understanding of how diversity issues may impact on student needs.
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D

E
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	SKILLS/ATTRIBUTES

(e.g. communication, interpersonal, decision-making, problem-solving, team player, reliable)


	
	

	Excellent communication and interpersonal skills with the ability to persuade, negotiate and influence a diverse range of internal and external contacts.

Excellent team player with the ability to work without direct supervision.

Ability to approach work in a flexible manner.

Ability to listen effectively in order to take accurate messages and minutes of meetings.

Confident and positive telephone manner.

Ability to build strong effective working relationships with staff at all levels including team members, academic colleagues, school teachers and students.

Excellent organisational ability with proven ability to manage conflicting priorities and work to deadlines.

Ability to maintain high level of confidentiality and discretion.

Service orientated and customer focussed.

Committed to continuous professional development.

Ability to provide a service that meets the needs of a diverse range of service users.
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	SPECIAL FEATURES

(e.g. Travel, CRB)


	
	


This is not a comprehensive definition of the post.  Postholders are expected to undertake any work that comes with the remit of the post’s main objective.  This job description will be kept under review and may be changed at any time subject to consultation with the postholder.




















