


HEREFORDSHIRE. LUDLOW & NORTH SHROPSHIRE COLLEGE 
Job Description

MIS & Exams Administrator (Hereford)

SALARY				Scale 4 – up to £26,571 pa

HOURS				37 hours x 52 Weeks

RESPONSIBLE TO			MIS Supervisor
 	

JOB PURPOSE

To process all data relating to the MIS functions for Hereford & Holme Lacy Colleges.  Ensuring that accurate data is available to support funding claims and for staff at all levels of the organisation to aid monitoring & decision making.

To provide support to the Exams team at peak periods in the year.


MAIN DUTIES AND RESPONSIBILITIES

A flexible approach to the job is required as the duties may be changed within the scope of the post.

1. MIS duties

You will be the designated MIS contact for specific faculties and will be responsible for the following:

· Creating and maintaining the curriculum within the Learner Record Database
· Accurately recording and maintaining the timetables of all teaching events and checking the planned hours match the agreed curriculum plans
· Processing student enrolments, transfers, completions, withdrawals and destinations including participating in the main enrolment at the start of each academic year
· Assisting with Individual Learning Return (ILR) validation
· Utilising established reports to check accuracy of data returns

2. Exam duties

· Recording achievements on the student record systems as the certificates are received and posting certificates to the students
· Invigilating during GCSE Exams
· General administration for the Exams team duties as required and support at peak Exam periods

3. [bookmark: _Hlk151104836]General

· Liaison with Curriculum staff to ensure learner information is accurate
· Liaison with other College Support teams to ensure overall efficiency relating to wider aspects of learner information 
· Prompt and efficient handling and servicing of all queries associated with Learner records 
· Production of reports as required by management and other college personnel
· Ensuring that all documents are appropriately filed to ensure that evidence can be provided to Auditors or in case of queries.
· Participating in central MIS & Exams meetings, operational and developmental
· Provide a high standard of customer service at all times

4. [bookmark: _Hlk151104922]Other

· To undertake any other reasonable duties as may be reasonably required

5. [bookmark: _Hlk151104938]Staff Development 
 
· [bookmark: _Hlk151104974]To attend and participate in formal and informal training and staff development programmes
· To keep up to date with the introduction and operation of any technology and software developments within the College relevant to the post
· To participate in the College’s staff appraisal scheme


[bookmark: _Hlk151105297]6. Environment

· [bookmark: _Hlk151105310]Be prepared to undertake training in first aid with a view to becoming a College first-aider
· To understand and apply the College policy relating to financial handling procedures
· [bookmark: _Hlk151105321]To adhere to all health and safety, safeguarding, Prevent and equality and diversity policies and procedures and manage staff within the department to do the same. 
· Ensure appropriate confidentiality is maintained at all times


Whilst this position is based at Hereford, there may be a requirement to travel to other College bases on occasions. Travel expenses will be paid in line with the college policy.

Full training will be provided in all the above aspects in addition to training in the use of the Learner Records Database as will training with regards to the relevant Awarding Body Systems and Processes.  




Person Specification 

MIS & Exams Administrator


CRITERIA 
 
	 
	Essential 
	Desirable  

	Education and Qualifications  
	· Minimum GCSE Grades C/4 or above (or equivalent) in English and Maths 
	

	Experience/Knowledge 
	· Previous experience in an administrative role.
· Experience of using Office 365

	· Previous experience in an administrative role within a college or school.


	Skills



	· Excellent communication skills.
· Excellent organisational and presentational skills.
· Excellent customer care skills.
· Excellent IT skills. 

	

	Competences 
	· Ability to work effectively across a range of curriculum and non-curriculum teams.
· Working with people and building positive working relationships. 
· Adhering to principles and values. 
· Capable of working under operational pressure.
· Maintaining confidentiality and discretion.
	· Adapting and responding to change.
· Solution-focused.
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