UNIVERSITY OF
LEICESTER Job Summary

Job Title: Administrative Assistant (Reception/School Office)
Grade: V3

Salary: £23,293 to £23,950 per annum, pro-rata if part-time
Department: Leicester Law School

Hours/Contract: Full-time or job share, permanent

Job Family: Management and Administration

Reference: 10637

Role Purpose

As a member of the professional services team, the post holder will:

Work as part of a team to support administration for undergraduate and postgraduate taught
programmes from enquiry through to graduation.

Handle enquiries from prospective students, students, academic staff, other areas in the
University and external agencies.

Be responsible for tasks delegated by senior administrative staff and to undertake general office
duties as required.

Have specific duties related to supporting activities undertaken by the Law School.

Main Duties and Responsibilities

Programme Administration Support:

Reception Duties:

Academic and Professional Services Support:

General Office Duties:

Process coursework submissions, feedback and marks entry.

Maintain student records.

Update administrative information on Blackboard.

Deal with a variety of forms (e.g. change of degree/module, withdrawal, ill health etc).

Prepare straight forward materials (such as advice sheets, posters, temporary signage, labels,
student recruitment packs etc).

Support the module evaluation process.

Deal with enquiries from prospective students, current students; academic staff; visitors.
Provide advice and basic information in accordance with relevant regulations
Provide cover on the Reception Desk as required.

Provide administrative support for school events and activities (e.g. seminars, away days, CPD
events etc).

Enter/upload data, data checking and matching.
Run straight forward reports.
Make routine arrangements and bookings (including travel) according to set procedures.

Update website/online content as directed.
Order stationery and other goods.
Maintain internal contact detail lists.
Oversee printing facilities.
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e Report maintenance issues to Estates.
e Ensure the public spaces of the School are kept maintained to a high standard.

Internal and External Relationships

e Liaise with the Business Administration Manager, Programme Administrators and School
Administrators on a daily basis and with the Operations Manager as required.

e Liaise and deal with enquiries from academic staff.

e Deal with enquiries from students (undergraduate and postgraduate), alumni and prospective
students.

e Receive visitors to the School.

e Liaise with central administration including Room Bookings, Student and Academic Services, IT
Services, International Office, External Relations and Residential and Catering Services,
Deal with Stationery and Photocopying suppliers

Planning and Organising
The post holder will support activities undertaken by the School as required throughout the year.
These will include (but may not be limited to) support for events such as open days, student
competitions, public lectures and seminars. These duties will be agreed with the Business
Administration Manager but will periodically be subject to review so as to meet the business needs of
the School.

The post holder is expected to:
= Manage his/her own time and daily activities in response to direction from senior
administrative staff.
= Assess the range and volume of work to be undertaken for the day or days ahead and plan to
ensure work is completed on time and to an appropriate standard.
=  Make routine arrangements and bookings according to clearly defined instructions.
Contribute to the office planning process and organisation.

Qualifications, Knowledge and Experience

Essential

=  Educated to GCSE standard (5 GCSEs at grade C/4 or above, including English) or equivalent.
=  Work experience as an administrator in a busy environment.
= Experience of data input and accurate record-keeping.

Desirable

=  Work experience in higher education.

= Experience of updating websites.

= Experience of creating and using spreadsheets including the use of simple formulae
Experience of using Blackboard.

Skills, Abilities and Competencies

Essential

= Excellent IT skills including Microsoft Office.
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= Strong organisational, record keeping and administrative skills.

=  Excellent accuracy and attention to detail.

=  Good communication skills, with the ability to give and receive information effectively using a
variety of methods and to communicate with a wide range of university staff, students and

agents.

= Ability both to work as a member of a team and also to demonstrate independent working and
initiative.

= An understanding of the importance of meeting customer needs and providing a high-quality
service.

= A willingness to be flexible towards duties and adaptable to change.
= Ability to learn and use new IT systems.

*Criteria to be used in shortlisting candidates for interview

Criminal Declaration

If you become an employee, you must inform your manager immediately, in writing, if you are the
subject of any current or future police investigations/legal proceedings, which could result in a criminal
offence, conviction, caution, bind-over or charges, or warnings.

Supporting University Activities

As a University of Leicester citizen, you are expected to support key university activities such as clearing,
graduation ceremonies, student registration and recruitment open days. We expect all staff as citizens
to work flexibly across the University if required.

University Values

Inclusive - We are diverse in our makeup and united in ambition. Our diversity is our strength and
makes our community stronger.

Inspiring - We are passionate about inspiring individuals to succeed and realise their ambitions. We
challenge our community to think differently, to get involved, and to constantly embrace new ideas.

Impactful - As Citizens of Change we will generate new ideas which deliver impact and empower our
community

Equity and Diversity

We believe that equity, diversity and inclusion is integral to a successful modern workplace. By
developing and implementing policies and systems that challenge stereotypes across all aspects of our
work, we have a culture that recognises and values the diverse contributions of our staff which benefits
everyone. Our strong values of inclusivity and equity support our efforts to attract a diverse range of
high quality staff and students, and identify our University as a progressive and innovative workplace
that mainstreams equity, diversity and inclusion.
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