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ROLE PROFILE

	General Details

	Role
	Timetabling and Data Administrator/L3 Business Apprentice

	Vacancy Number
	VN0130/26

	Department
	MIS

	Reporting to
	Timetabling Officer

	Responsible for
	No Direct Reports

	Place of work
	Telford College

	Tenure
	Permanent

	Hours/FTE
	37 hours per week

	Salary
	£14,565.31

	Terms & Conditions
	Business Support

	DBS
	Enhanced



Our Vision is to be a world class college underpinned by our core values of ambition, respect and connection.

Our Mission is to deliver the highest quality of education and training for our communities.

The Role
The purpose of this role is to:
· Contribute to the provision of an effective, customer-focused Timetabling and examinations service by providing data input and administration support.

Main Duties and Responsibilities
The successful applicant will be expected to:
· Input data from a variety of sources and formats.
· Maintain data confidentiality and comply with GDPR policies and regulations.
· Ensure the completeness and accuracy of the data input into the student record system.
· Maintain and update student records, ensuring all records are accurate and all data sets and funding streams are correctly flagged.
· Accept room bookings for meetings timely.
· Accept authorised absences timely ensuring registers are correct re: attendance.
· Support the Timetabling Officer in checking, inputting and maintaining timetables.
· Support the Timetabling Officer in monitoring room utilisation.
· Support the Timetabling Officer with monitoring missing register marks and clearing missing register marks.
· Ensure any issues which could result in poor compliance are brought to the attention of the Timetabling Officer in a prompt and timely manner.
· Provide excellent customer service and respond promptly to teaching staff queries regarding their timetables or registers.
· Support in the allocation of rooms in line with agreed college policies.
· Assist the Timetabling Officer in the curriculum planning process.
· Have an awareness of all provision types offered by the college including Full-Time Classroom, Part-Time Classroom, Higher Education, Full Cost Delivery, Tailored Learning, Apprenticeships, and Workplace.
· Have an awareness of the funding rules for DfE, WMCA, HEFCE, Full Cost and Tailored Learning provision.

General Tasks

· Proactively engage with MIS, Exams, Finance Staff and Learner Services to ensure information is shared.
· Provide excellent customer service to both staff and students at all times.
· Work quickly and accurately, and pay attention to detail, to ensure the integrity and completeness of all data held in the Student Records System.
· Maintain and manage the enrolment records in the MIS office, ensuring all files are treated securely and confidentially.
· Provide administrative duties support across the MIS, Planning & Exams team at peak times.
· Support the college full-time and part-time enrolment process.
· Give assistance at college functions such as information evenings (December, February and June) and enrolment (September).
Other Corporate Responsibilities
· Reflect the vision, mission, aims and values of the College.
· Always strive for continuous improvement in your professional practice and delivery of outcomes. 
· Commit to the safeguarding and promotion of the welfare of children, young people and vulnerable adults.
· Participate in the College’s Performance Development Review and engage in continuous professional development.
· Continually improve teaching, learning and assessment through proactive CPD and sharing best practise.
· Support enrolment procedures as appropriate and cover for absent colleagues as appropriate.
· Be compliant with Data Protection Act arrangements and confidentiality.
· Identify the financial, health and safety, equality, safeguarding, confidentiality or other risks associated with the post’s sphere of responsibility and to define and take positive action to manage these risks.
· Carry out such other duties as may reasonably be required from time to time.
This role profile is current as the date shown. It is liable to variation to reflect changes in the role.

PERSON SPECIFICATION


EVIDENCE KEY

	A  =
	Application

	I   =
	Interview

	C =
	Certificate

	Or a combination



	
	Essential
	Desirable
	Evidence

	1. Level 2 qualification in an IT, Business or Admin discipline
	✓
	
	Certificate

	2. Experience of data input
	✓

	
	Interview

	3. Ability to work with accuracy and excellent attention to detail
	✓

	
	Interview

	4. Excellent communication skills
	✓

	
	Interview

	5. Experience of input of complex data sets
	
	✓
	Interview

	6. Experience using Microsoft Office applications to an advanced level
	✓

	
	Interview

	7. Experience of working effectively with curriculum staff
	

	✓

	Interview

	8. Experience of working with a student records system
	

	✓

	Interview

	9. Knowledge of the data protection act and the duties placed on the college
	✓

	
	Interview

	10. An understanding of and commitment to diversity and equality of opportunity
	✓

	
	Interview

	11. Knowledge and/or competencies of health and safety as relevant to the post and a commitment to safeguarding the health and safety of learners and others
	✓

	

	Interview

	12. Level 2 qualification (GCSE A* - C, or equivalent) in maths and English or a willingness to attain these qualifications with the support of the College
	✓
	
	Interview



            



ADDITIONAL INFORMATION
Conditions of Appointment
All Appointments to the College are subject to:
· Verification of relevant qualifications
· Receipt of references considered suitable by the College
· Verification that you are legally permitted to work in the United Kingdom
· Disclosure & Barring Service (DBS) Checks
The College’s policy is to have an enhanced disclosure check for all posts. As an organisation using the Disclosure & Barring Service (DBS) to assess applicants’ suitability for positions of trust, the College complies fully with the DBS Code of Practice and undertakes to treat all applicants for positions fairly.  It undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of conviction or other information revealed.  The College has a written policy on the recruitment of ex-offenders which is available from Human Resources.
Equality and Diversity 
The College is an equal opportunities employer and encourages applications from all sections of the community.
The College welcomes applications from persons with disabilities and will interview any person with a disability who meets the essential criteria for the role as outlined in the person specification.
Safeguarding
The College is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff to share this commitment.
Location
The postholder will be required to carry out their duties on the College premises.
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