




JOB DESCRIPTION
Faculty Administrator 
























	1. ROLE SPECIFICS

	Job Title:
	Faculty Administrator

	Grade:
	AGL1

	Reports to:
	Associate Dean / Dean of Faculty

	Location:
	Birmingham, Manchester, London 

	Department:
	Academic 

	Vetting Requirement:
	Basic disclosure 



	2. About the role

	What you’ll be doing
	As an Faculty Administrator, you will be responsible for the effective and efficient support of the academic administration functions that link directly with Examination Boards, Extenuating/Mitigating Circumstances, Academic misconduct, Virtual Learning Environment (VLE) support, training and enhancement as well as the resit and retake processes. You will also act as a point of contact between the academic team and departments associated with student and staff administrative support.

	Key Responsibilities
	To provide effective and efficient administrative support to the Business and Computing programmes (partner specific)
To be the VLE Champion and enhance engagement as well as effective usage of VLE
To provide training and support to academic team for VLE usage and management of Module sites.
To support academic related student queries both via email and face to face
To coordinate key aspects related to mark input including the completion of mark input sheets
To assist with Examination Board preparation including the completion and coordination of moderation packs, the moderation process as well as quality checks on marks data
To take responsibility for the coordination and maintenance of Module resits and retakes
To assist in the post Examination Board activities and communications
To maintain records in relation to academic misconduct and support communication in relation to academic misconduct matters
To provide support and training on academic administrative processes
To support the academic team with administrative duties
To support Course Administration queries and duties

	KPIs & SLAs
	You will have monthly 1-2-1 meetings with your Line Manager to ensure that you are meeting targets and performing to standard. Within our function, this normally means meeting deadlines and ensuring that data is organised, accurate, and secure.
You will ensure a professional level of administrative support to the academic team as well as good communication skills, and supporting the achievement of required programme outcomes

	Key Working Relationships
	QA Associate Deans  and Deputy Associate Deans– Business and Computing 
QA Quality team
QA Programme Leaders, Deputy Programme Leaders and Heads of Years
QA Module Leaders and Lecturers
QA Programme Administrators
QA Registry Team 
University Partner Programme Administrators
University Partner Registry Officers




	3. About You

	Your Competencies
1: Working Level 
2: Advanced Level
3: Expert Level
	Excellent communication skills
Excellent organisational, problem-solving and planning skills
Strong IT and Data Processing skills 
Strong literacy and numerical skills
Team player
Flexible and adaptable to change
Well organised and methodical
Willingness to learn and adapt to the needs to the organisation

	Your Experience
	Extensive administrative experience within the education sector
Experience of Programme Administration in Higher Education
Experience of multi-tasking and delivery to agreed timescale
Experience of managing and prioritising complex workloads

	Your Knowledge
	Essential: 
Microsoft Office
Business / Higher Educational environment
Knowledge of Course Regulations, Structures and Processes in Higher Education 

Desirable:
Database use such as Access; Quercus; 
Familiarity with Virtual Learning Environments such as Blackboard, Moodle or Canvas

	What you’ll bring to QAHE
	We’re looking for an enthusiastic individual who is self-motivated and dedicated to providing an exceptional service. The individual must have a meticulous eye for detail with high organisational skills and good time management. They should be able to work as part of a team as well as individually.

	
	




	4. WORKING AT QA HIGHER EDUCATION

	QAHE is a private UK higher education provider working in partnership with UK universities to recruit to and deliver a range of programmes from foundation level to undergraduate and postgraduate degrees. We currently teach over 17,000 students from all over the world. 
We work with our partner universities cover course subject areas including Accountancy, Business, Computing, Cyber, Digital Marketing, Events Management, Project Management and Web Development all delivered in city centre locations.
We believe everyone should be given access to outstanding higher education and our aim is to make that possible.
QAHE is committed to safeguarding and promoting the welfare of children, young people and adults with care and support needs. We hold the expectation that all staff share this commitment in creating a safe and inclusive environment and as an organisation, we comply with relevant legislation and best practices in safeguarding.

Learning is not just a service we provide, it’s a way of life at QA, and we try to ensure that everyone has the opportunity to take advantage of our huge and varied range of learning and development options, so everyone is eligible for 3 Training Days every year, to focus on subjects they’re interested in.

We also know that many people like to “give back” and so we offer 2 paid Charity Days each year to support your chosen charity in whatever way you choose.  And if you get involved in charity fundraising, QA will also double any sponsorship money raised, up to £250.  This is over and above the charitable activities that we encourage through our annual QA fundraising drives – you can get involved with this as much or as little as you like.  We see it as a great way to foster team building too.

We all need to take time out to recharge our batteries from time to time and enjoy some down time, so we provide a fairly generous 25 days’ holiday per annum (rising to 28 days after 5 years) – with the option to buy more if you wish.

It’s important, too, to plan for the future and ensure we are able to maintain the lifestyle we have worked so hard to achieve, once we retire from the hurly burly and slow down to enjoy our later years, so we offer a defined contribution pension plan and will match your contributions up to a maximum of 4% of your basic salary.

Then there are two of our core benefit offerings, not the most exciting, but we consider it important to ensure everyone has the peace of mind provided by Life Assurance (4x your basic salary) and Permanent Health Insurance (after a qualifying period) in the event that ill health, or worse, disrupts our plans.

And finally, a few fringe benefits to assist with travel and lifestyle choices:
1. Season ticket loan
1. Discounted gym membership
1. Cycle to work scheme
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