Job Profile	[image: ] 


JOB TITLE:		HE OPERATIONS & QUALITY ADMINISTRATOR
LINE MANAGER:	COLLEGE REGISTRAR
RESPONSIBLE TO:	VICE PRINCIPAL HIGHER EDUCATION

Mission:	To empower creativity and enrich our world 

Vision:   	Transformation: to transform lives by being a thriving centre of practice-based, thoughtful and future-facing creative education. That develops skills, ideas and imagination to benefit people and place, creative industries and the wider economy, individuals and society. 

Growth: to attract more students to HCA, offering outstanding and inclusive teaching of superbly designed courses, a vibrant and modern arts school culture and community, strong industry connections and an exceptional location. 

Inclusion and progress: to support students from all backgrounds in growing as highly innovative and dynamic creatives, who thrive in sustainable careers within the creative industries and many other areas of employment, enterprise or personal practice

Job Summary:
	The HE Operations & Quality Administrator will work directly with the Vice Principal Higher Education and Heads of Schools to support the management, co-ordination and administration of Higher Education. 

Although the position is part of the Registry team and managed by the College Registrar, the HE Operations & Quality Administrator will mainly work independently under the direction of the Vice Principal Higher Education. 




Key Responsibilities:

	· To promote college values and contribute to the delivery of HCA’s mission, vision and strategic priorities as relevant to the role.

· Timely and efficient management of the Vice Principal’s (HE) diary, arranging meetings, looking ahead to ring-fence time as required and proactively managing clashes and pressure points, ensuring the Vice Principal is well prepared with adequate information and documentation as appropriate

· Screen the Vice Principal’s (HE) email inbox and deal with incoming messages by email/post/telephone passing matters to other staff or drafting responses when appropriate

· Co-ordinate the introduction and on-going review of a new timetable for HE courses 

· Ensure student calendars are kept up to date with changes, including changes to module deadlines.

· Monitor and support compliance procedures and records in HE (CMA, H&S, financial, visiting speaker bookings etc.) 

· Ensure the attendance policy is implemented by monitoring/reporting on student attendance and other student related data.

· Support the Vice Principal Higher Education in the review of HE data and draft reports for SLT and board committees.

· Actively support the Vice Principal HE in the collation of data for HE quality processes.

· Contribute to the ongoing improvement of systems and processes to track and monitor aspects of the HE provision and track relevant HE curriculum budgets.

· Provide Administrative Support to Heads of Schools, including educational visits, conferences etc.

· Co-ordinate the delivery of some cross-course projects.

· Service HE Course Leader Meetings and any other meetings as directed by the Vice Principal/Registrar by requesting information and reports in a timely way from other college staff, take minutes, compile, and follow up action lists, support the communication of decisions and other information to college managers as required.

· Undertake specific projects from time to time including research and collation of findings from internal/external sources as directed by the Vice Principal/SLT/Registrar

· Support the Vice Principal Higher Education with confidential and sensitive student investigations

· Support the Registry Team during enrolment

· Provide cover for the Executive Assistant, including servicing SLT meetings and overseeing the timely action of student complaints

· Undertakes a range of self-supporting administration, completed in a timely fashion, which supports the day-to-day and smooth running of the college.

· To comply with College financial regulations as necessary.

· To promote equal opportunities within the College and to ensure that staff and students within the area are aware of and comply with the College’s Equal Opportunities Policies and guidance.

· Ensure that the highest standards of professional performance are maintained including compliance with all relevant legislation and college polices including, but not limited to, health, safety, safeguarding, data protection and consumer protection legislation. 

· Any other duties as may reasonably be required.



Line Management Duties:

	
Not applicable




Person Specification 


Technical Knowledge and Skills:
	
	Essential 	
	Desired

	· IT skills - a competent user of Microsoft products such as Word, Excel, Outlook
· Confident telephone manner

	· Knowledge of Access and confident user of OneDrive and TEAMS






Qualifications:

	Essential 	
	Desired

	· Educated to further education level or above.

· GCSE level with passes at A* to C (9 to 4) in both English and mathematics

	· Business related qualification
· Higher Education qualification




Competencies / Behaviours: 
 
	Essential 	

	· Excellent communication skills (written, oral, audio-visual) in a wide range of contexts.
· Able to use and learn a wide range of IT programmes
· Able to work independently, meet tight deadlines and manage uneven workloads
· Understand version control and other requirements in formal documents.
· Experience of negotiating successful outcomes between conflicting interests 
· Attention to detail and appetite for excellence across both simple and more complex tasks 
· Deal with colleagues and students with respect and empathy
· Provide a positive student and customer service
· Bring energy and optimism into the workplace 
· Work collaboratively 
· Assertiveness
· Use initiative and inventiveness to resolve problems 
· A proactive self-starter who takes initiative when appropriate 
· Take a student- centred approach to all tasks  
· Promote knowledge sharing within and beyond own team 
· Involve others and help them adapt to new ways of working 
· A strong team player, supportive of colleagues 
· Prepared to go the extra mile and help others to achieve 
· Adjusts quickly when priorities change & takes prompt corrective action when things go awry 
· Addresses negative reactions to change 
· Listens, clarifies to check understanding. Uses the most appropriate method, language, medium and style of communication for the situation and people involved 
· Open to feedback and willing to undertake professional CPD or upskill to be able to evolve with the role 
· Recognises and champions the importance of Equality & Diversity, Prevent and Safeguarding as individuals and as an organisation 




Experience:

	Essential 	
	Desired

	· Substantial administrative experience in a complex and changing environment 

· Experience of producing high quality formal written work, including meeting agendas and minutes

· Experience of organising and supporting the timely delivery of project work

	· Experience of working within an educational institution 

· Knowledge of the HE sector





This job profile has been designed to indicate the general nature and level of the work performance by employees within this role. It is not designed to contain or be interpreted as a comprehensive inventory of all duties, responsibilities and qualifications / experience required by employees assigned to the role. This job profile may be subject to future amendments following appropriate discussion.

HCA is committed to encouraging equality, diversity and inclusion amongst our workforce and eliminating unlawful discrimination.  The aim is for our workforce to be truly representative of all sections of society and for each employee to feel respected and be able to give their best. 

The College will require the successful applicant to give permission to carry out an enhanced disclosure.

		Page 4 / 4

Aug 26		Page 1 / 4
image1.jpeg
|'|_|_| @ AHereford
College
m of Arts




image10.jpeg
|'|_|_| @ AHereford
College
m of Arts




