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JOB DESCRIPTION
This form summarises the purpose of the job and lists its key tasks.
It may be varied from time to time at the discretion of the College in consultation with the postholder.
	Job Title:  Academic Support Officer – Maternity Cover
	Job ref no:  CSS-0271-24


	Grade: 4
	Department:  Clinical Science and Services (CSS)


	Accountable to:  Departmental Administration Manager
	Responsible for:  NA



	Job Summary

The post holder will provide comprehensive administrative support to departmental academics, staff and students.  Key responsibilities include assisting academics and students in resolving issues, organising meetings, event organisation, dissemination of departmental information, as well as finance related administration. 
Duties of the post are broad and varied, as determined by the cycle of the academic year. 



	Competency: Service Delivery
· Contribute positively and actively to provide a high level of administrative support

· Travel bookings for academics, staff and students
· External departmental contact, answering queries on departmental and College processes, assisting with the completion of forms, arranging couriers, distribution of post, meeting organisation and archiving departmental records

· Servicing departmental group meetings – secretary for a variety of meetings, identifying appropriate dates, booking rooms, organising AV, preparing agendas and keep rolling lists and writing and circulating minutes

· New starters – responsible for the allocation of desks and offices for new interns and residents
· EOSS – logging departmental maintenance defects and monitoring progress

	Competency: Communication

· Excellent verbal, written and inter personal skills

· Clear report writing, minute-taking and email composition skills
· Communicate and work closely with members of the exam office to coordinate compulsory strand assignments and the collection of summative exam questions
· Displaying tact, discretion and a professional manner is required at all times

· Write and forward relevant information on events, changes in procedures and new College initiatives

	Competency: Knowledge & Experience

· High level of competence in using standard desktop software packages such as Microsoft Word, Excel, PowerPoint, Outlook, Visio and experience in use of SharePoint 
· Good administration and organisational skills with the ability to work independently and use initiative

· Deal with confidential material in strict confidence
· Updating information and uploading documents to the departmental intranet and SharePoint, including information on financial processes

	Competency: Liaison and Networking

· Build strong relationships and liaise with colleagues at all levels across the College

	Competency: Planning and Organising Resources

· Plan and organise own work, ensuring that agreed deadlines are adhered to
· Office plans – regular updating of departmental plans by using Visio
· Inventories – regular reconciliation of departmental equipment inventories 
· Agresso user - raising sales invoices and purchase orders for travel, accommodation, stationery and consumables

· Expense claims – ensure process authorisation by Departmental Administration Manager
· GPC Card - statement submission and reconciliation

	Flexibility: 
· To deliver services effectively, a degree of flexibility is needed, and the post holder may be required to perform work not specifically referred to above.


