



Student Office Administrator - Assessments
	Department/Division/Faculty:
	Department of Materials, Faculty of Engineering

	Campus/Location:
	South Kensington Campus (on site only*)

	Job Family/Level:
	Professional Services Level 3a (Salary scales)

	Responsible to:
	Teaching Operations Manager

	Line management for:
	N/A

	Key working Relationships (Internal):
	Director of Undergraduate Studies (DUGS), MSc Programme Director, Principal Teaching Fellow/ Senior Tutor (UG), Senior Tutor (PGT), Teaching Fellows, Laboratory Coordinator, Registry, Academic staff, Departmental Administrative teams, equivalent post holders in other Departments, Faculty educational support and learning technology teams.

	Key Working Relationships (External):
	Industrial partners, External university partners (exchange/ERASMUS/UROP). External lecturers, External Examiners, Accreditation Bodies and Sponsors.

	Contract type:
	Full time, Open-ended



Purpose of the Post
Based in the departmental Student Office, the Student Office Administrator supports the efficient administration of all taught programmes within the Department of Materials. The postholder is responsible for of the administration of coursework management, work placements, Year in Industry and exchange programmes organisation Undergraduate Research Opportunities Programme (UROP), Erasmus and occasional student arrangements. This involves working closely with the Director of Undergraduate Studies, Senior Tutors, Admissions Tutors and the MSc Course Director to ensure the smooth delivery of teaching administration and an excellent student experience.
Key Responsibilities
To provide a high level of service within the Student Office, with responsibilities including:

Coursework Management 
· Working proactively alongside the Senior Tutor(s) and Course Directors to ensure coursework submission and marking is supported:
· Setting up and monitoring all assignments for coursework submissions on Canvas
and reporting when required to the Senior Tutor(s).
· Inputting all coursework marks in the department database, including download of student submission files (if required) via Canvas/TurnitIn. 
· Monitoring academic staff coursework marking, contacting academic members regarding late marking, recording and reporting of late marking etc. and reporting when required to Teaching Operations Manager, DUGs and MSc Course Director and following up with DUGs and Senior Tutor(s) where necessary.
· Providing advice and training to all team members on the Imperial VLA systems ensuring the department uses them as effectively as possible from an administrative perspective.  
· Ensuring coursework information is up-to-date and included in the student handbooks.
· Working with the Senior Tutor(s)/Teaching Operations Manager ensuring the deadlines are evenly spread out over the academic year and producing the deadline planner inserts for student handbooks. 
· Managing the Canvas database for the department, including student/staff access, database links to internal/external systems and folder management. In addition, representing the department and reporting back from the ‘Canvas User’ meetings. 
· Ensuring all MEng and MSc project presentations run smoothly. Being on site to ensure all room set-up is correct and working along the digital lead to ensure the system to record marks has been set-up for use.
· Processing and recording of mitigation outcomes and organising termly coursework mitigation boards with the Senior Tutor(s). Ensuring this is captured and reported for exam boards, as well as in student personal files.
· Processing and recoding all mark check queries submitted by students.
· Taking minutes at coursework and general disciplinary cases within the department. Ensuring all the paperwork is completed and if required, forwarded to the Imperial disciplinary team in absence of the Teaching Operations Manager.
· Ensuring administrative teaching processes operate effectively and efficiently, reducing the administrative burden on academic staff, and contributing to the continuous improvement of systems and processes.

Student Support/Exams
· Providing full committee servicing function for the Student Staff Committee Meetings, including making committee arrangements, assisting with the preparation of the agenda and committee papers, taking minutes and carrying out follow-up actions as required. 
· Supporting the Student Office team as a first point of contact for staff, students and other internal/external visitors and callers to the Student Office. This activity includes answering and resolving queries, providing expert advice on teaching policies and processes and escalating information requests when needed.
·  Overseeing the student laptop scheme including the ‘laptop pool’ and ensuring exam laptops are updated and maintained.
· Assisting the Senior Student Office Administrator in the exam organisation (seating plans, room set-up), including the production and dissemination of mark sheets, entering marks, exam audits, collation and keeping of student results records (alongside others in the team, at busy periods). 
· Assisting with taking minutes at exam offence meetings within the department. Ensuring all the paperwork is completed and if required, forwarded to the university disciplinary team in absence of the Teaching Operations Manager.
· Acting as the lead administrative contact for the department and working alongside the faculty ED Tech team, departmental digital lead for any online test arrangements for the department.


Work Placements/ Year in Industry/Exchange Programmes
· Overseeing and maintaining all information on student work placements/Year in Industry. This will include generating up-to-date student lists, company details and contacts, risk assessments, placement provider information forms, placement information forms, organising student presentation days, etc.
· Setting up and maintaining the Canvas work placement/Year in Industry folder including liaising with contacts at other institutions (along with the Work Placement Coordinator) to establish agreed processes and projects available and disseminating this to students. 
· Dealing with student placement queries and assisting in the placement talk to students given by the work placements coordinator (ensuring the information is correct and up-to-date), regular contact with the central careers office etc. 
· Ensuring Year in Industry student records are updated with central student records.
· Contacting internal (UROP) and external supervisors for students who undertake a work placement at industrial companies and other educational institutions.
· Working closely with the work placements coordinator to organise processes for exchange programmes available to students in the department. 

UROP, Erasmus, and Occasional Student Support
· Processing internal and external UROP, occasional students and Erasmus applications for the department, and keeping an up-to-date record for the department. Liaising with student’s queries and their home institutions prior to their arrival etc.
· Ensuring all visiting students have access to University systems required for their studies including, Canvas, Panopto, Celcat etc. 
· Liaising with the Assistant Registrar for Placements and institutions that support students with their applications. 

Other ad-hoc duties including:
· Responsible for the ad-hoc room bookings process and assisting with general ad-hoc room bookings requests of the teaching rooms.
· Assisting the Teaching Operations Manager in the collation and preparation of departmental documentation as requested.
· Providing short term cover in the absence of the Student Office Administrator(s).


*Due to the nature of this role the post holder will be expected to be on campus 5 days a week and the option of hybrid is available outside term when there is no operational requirement to be on site.




Person Specification
	Requirements
Candidates/post holders will be expected to demonstrate the following:
	Essential (E)/ Desirable (D)

	Education
	

	Educated to degree level (or equivalent standard) and/or proven experience at a similar level.
	E

	Experience
	

	In-depth knowledge of Higher Education procedures and policies.
	E

	A track record of delivering excellent customer service – on the telephone, via electronic medium and face-to-face.
	E

	Administrative experience, ideally in an educational setting.
	E

	Experience of working with student record databases.
	E

	Experience of taking committee minutes 
	E

	Knowledge
	

	Proficiency in a range of computer-based procedures and software packages, including Microsoft Office (Word, Excel, Outlook, Access and PowerPoint)
	E

	An awareness of the student life cycle and pressures within an academic/Higher Education environment. 
	D

	Administrative experience supporting Work Placements, Year in Industry, and Student Exchange Programmes.
	D

	Experience using and updating Canvas or a similar Virtual Learning Environment (VLE)
	E

	
Skills & Abilities
	

	Excellent organisational skills, good time management and ability to work to deadlines
	E

	Empathetic and friendly approach to colleagues, staff and students
	E

	Ability to problem solve and show initiative  
	E

	Ability to plan ahead and set priorities 
	E

	Excellent tact and diplomacy skills
	E

	A high level of accuracy and consistent attention to detail
	E

	Proven ability to use initiative and work without supervision
	E

	Proven ability to work in collaboratively in a team
	E

	Adaptable and flexible to deal positively with changing circumstances
	E

	Ability to analyse situations and provide solutions to improve procedures
	D

	Flexible attitude towards working hours at busy periods
	E

	Willingness to undertake any necessary training for the role
	E



Further Information
Please note that job descriptions cannot be exhaustive, and the post-holder may be required to undertake other duties, which are broadly in line with the above key responsibilities.
Our values are at the root of everything we do and everyone in our community is expected to demonstrate Imperial:
· Respect
· Collaboration
· Excellence
· Integrity
· Innovation
Employees are also required to comply with all Imperial policies and regulations.
We are committed to equality of opportunity, to eliminating discrimination and to creating an inclusive working environment for all. We encourage candidates to apply irrespective of age, disability, marriage or civil partnership status, pregnancy or maternity, race, religion and belief, gender reassignment, sex, or sexual orientation. You can read more about our commitment on our webpages.
[Insert for posts subject to criminal records (DBS) checks] 
As this post is exempt from the Rehabilitation of Offenders Act 1974, a satisfactory Disclosure and Barring Service (DBS) check, at the appropriate level, will be required for the successful candidate. 
[Only to be included for Academic and Research Jobs]
Imperial is a proud signatory to the San-Francisco Declaration on Research Assessment (DORA), which means that in hiring and promotion decisions, we evaluate applicants on the quality of their work, not the journal impact factor where it is published. For more information, see https://www.imperial.ac.uk/research-and-innovation/about-imperial-research/research-evaluation/
Imperial believes that the use of animals in research is vital to improve human and animal health and welfare. Animals may only be used in research programmes which are ultimately aimed towards finding new treatments and making scientific and medical advances, and where there are no satisfactory or reasonably practical alternatives to their use. Imperial is committed to ensuring that, in cases where this research is deemed essential, all animals in our care are treated with full respect, and that all staff involved with this work show due consideration at every level. Find out more about animal research at Imperial.
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