Education Support Administrator - Multiple posts across the University - 54225 - Band 400 - (2100021U)
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Position Details
Multiple posts across the University
University of Birmingham, Edgbaston, Birmingham UK
Full time starting salary is normally in the range £20,488 to £21,868. With potential progression once in post to £26,603 a year
Band 400
Full time and Part time Multiple posts
Fixed Term and Permanent posts available
Closing Date: 21 November 2021

Our offer to you  
 
People are at the heart of what we are and do. 
 
The University of Birmingham is proud to have been a part of the City of Birmingham and the wider region for over 100 years, and we are equally proud to be recognised as a leading global university.  We want to attract talented people from across the city and beyond, support them to succeed, and celebrate their success. 
 
We are committed to helping the people who work here to develop through our sector-leading Birmingham Professional programme which provides all professional services staff with development opportunities and the encouragement to reach their full potential.  With almost 5,000 professional services jobs in a wide-range of functions in Edgbaston and in our campus in Dubai, there are plenty of opportunities for you to be able to develop your career at the University. 
 
We believe there is no such thing as a typical member of staff and that diversity is a source of strength that underpins the exchange of ideas, innovation, and debate.  We warmly welcome people from all backgrounds and are committed to fostering an inclusive environment where diversity is at the heart of who and what we are, and how we work. 
 
Supporting our people to achieve a healthy work/life balance is important both to our employees and to the success of the University and, depending on the role, we offer a variety of flexible working arrangements.  We therefore welcome discussions on all forms of flexible working.  In addition, you will receive a generous package of benefits including 40 days paid holiday a year, one paid day a year for volunteering, occupational sick pay, and a pension scheme. We also have three high quality subsidised day nurseries. 
 
The University is situated in leafy Edgbaston and there are excellent transport links to our beautiful campus, including main bus routes and a train station on site.  On campus we have a state-of-the-art sports centre with pool, shops, places to eat and drink, our own art gallery, museum and botanical gardens.  
 
Find out more about the benefits of working for the University of Birmingham 
Job Summary
You will join a professional services team which is passionate about providing an excellent administration support for students and staff.  Duties may vary between teams, but you will have the opportunity to be involved in all aspects of the administrative work supporting the delivery of our taught and research programmes for students.  This will include providing timely and accurate administrative support for some or all of the following activities: student recruitment and admissions, welcome activities, induction, timetabling, attendance monitoring, examinations, student progression, placements and graduation etc.
You will be able to develop a wide range of skills, both technical and administrative, and may also have the opportunity to lead on specific tasks within the team 
Main Duties and Responsibilities
•    Act as the first point of contact providing relevant and timely information to students, staff and external providers, answering queries promptly and handling any issues from initial contact to resolution.  This will include recognising when queries need to be referred elsewhere.
•    Provide administrative support for a wide range of activities in delivering the annual cycle of teaching and learning outlined in the role summary above; for example recording student attendance information or seeking draft exam papers from academic staff for approval.
•    Regularly communicate relevant information to students, staff and external providers. 
•    Provide administrative support for event planning and delivery which enhances the curriculum and student experience.
•    Use a variety of complex University systems and processes to collate, manipulate and interpret sets of data, and produce routine reports.
•    Contribute to the annual programme/module review and evaluation processes.
•    Contribute to periodic reviews of administrative processes and procedures with the objective of making improvements and sharing best practice across other areas within the wider University.
•    Provide a professional secretarial service to relevant committees and meetings where required.
•    Supports equality and values diversity, moderating own behaviour to avoid unfair discriminatory impact or bias on others.
Person Specification
You will need to evidence:
•    Some professional experience in similar roles; and
•    GCSEs to a minimum of grade C in English and Mathematics (or equivalent qualifications).
You will be:
•    Comfortable in a role where you take responsibility for specific tasks, where you can carry out duties without needing to refer to others, and where you have some scope for choice and using your own judgment.
•    Comfortable with working largely on your own initiative, although supervision is available.  
•    Encouraged to contribute to improving processes and to propose new ways of working.  
•    Able to communicate clearly and effectively with others, and delegate straightforward duties where appropriate.
•    Well organised with the ability to prioritise work proactively, independently and as part of a team.
In addition to the above, you should be able to demonstrate and/or evidence the following:
•    The ability to work to tight deadlines in a collaborative team environment.  
•    The ability to support other team members. 
•    A good understanding of how to deliver excellent customer service. 
•    The ability to interact with individuals at all levels of internal and external organisations. 
•    Experience of using and maintaining complex work systems e.g. student databases/record systems or equivalent, and an aptitude for learning new IT packages and systems.
•    Exemplary attention to detail and the ability to work confidentially, use judgement and make appropriate decisions within the constraints of the role.
•    Experience of supporting committees in a secretarial capacity.
•    The ability to cope with change in a fast moving, dynamic environment where change is often required immediately. 
•    An understanding of the importance of equality and diversity in the workplace.
•    The ability to identify and respond to equality and diversity issues in line with relevant policies and procedures and how to respond to issues in line with relevant policies and procedures.











Katia Dimitrova
14 Hunstanton Avenue, Harborne, Birmingham, B17 8TA
Tel 07807 686544, Email: katiepdj@yahoo.com
	
Profile
I am a reliable, punctual, and adaptable person who possesses very good communication and customer service skills. I enjoy meeting new people and work well both on my own and as part of a team. I can work under pressure with the ability to remain calm and use common sense; accurately follow instructions and work in a methodical and tidy manner. I actively support equality and value diversity within the workplace as well as consistently moderating my own actions to avoid unfair discriminatory impact or bias on others. People describe me as dependable, approachable with great awareness of health care and safety issues. I am always helpful within group settings and simultaneously comfortable to work on my own initiative. 

Career History

August 2020 – October2020              Student Admissions Officer, Bournville College (temporary short-term contract)
· Helped new students with the admission process
· Assisted and supporting members of the academic staff
· Created and maintaining accurate records
· General office duties including filling and answering correspondence
· Worked with complex legal framework due to student’s Visas
· Ensured and effective and efficient admissions for international applicants

March 2014   – January 2020                                              Personal Care Assistant
· Full time home care assistant for an elderly lady with dementia, meeting personal living needs and providing care and additional support as required.
· Preparing meals, drinks and snacks and discharging medication.
· Housekeeping duties including cleaning, laundry, ironing etc
· Transportation duties and running errands.
· Help in the use of aids and other personal equipment.
· Recreation duties.

January 2013 – March 2014			Interpreter for NHS
· Providing on call interpreting services to GP and Queen Elizabeth Hospital to non-English speaking patients.
· Providing personalised approach, professionalism, accuracy, and confidentiality in communication.
· Resolving conflicts and misunderstanding due to language barriers.

Jan 2006   – December 2012                                  	Secretary/ Admin Assistant – JD Delivery Services

· Typing documents, faxing, printing, photocopying, filing, and scanning.
· Handling incoming / outgoing calls and all correspondence.
· Monitoring inventory, office stock and ordering supplies as necessary
· Raising of purchase orders and invoice tracking. 


Feb 2005 – Dec 2006 – Maternity Leave

April 2002 – Feb 2005 			                 Events Assistant - Progressive Synagogue 

· Meeting & Greeting Visitors
· Assisting and Coordinating events and gatherings – serving food, setting up tables and stage furniture, clearing and tiding of the hall.
· Ensure all venues are booked, catered, and manned sufficiently for events.
· Responsible for collating event feedback


Jan 1993 – Mar 2002		                                  Store Assistant Manager – Clothing Retail Store

· I started as a Store Sales Assistant and was promoted to a manager in my first year.
· Responsible for the day to day running of an
· Achieved and maintained store standards to create a good working and shopping atmosphere whilst delivering optimum customer service.
· Training and developing staff
· Stock control & Audit compliance (Inc. all aspects of H&S etc.)

Education
· Microsoft Office – basic skills.
· GCSE English, English Lit, Maths, Chemistry, Biology, History, Geography.
· Level 4 Certificate in Hight Education: Skills for the Workplace at University of Wales Trinity Saint David

Personal
· Four years member of school PTA, organising events, participating in school review meetings, and providing support to staff and children.
· Active runner: participating in Half Marathons for the past three years.
· I am active half marathon runner with great physical fitness and stamina.
· During Lockdown, I was grocery shopping and running errands for elderly Gentleman and helping to organise private prayers events in St. Mary’s Catholic Church, Harborne. 





References available upon request.


























Dear Madam/Sir,
I am writing to you to let you know that I am interested in applying for the Education Support Administrator position at your company.
I would describe myself as a hard-working, consistent, and highly motivated person. I am a very customer-focused individual with strong team qualities, and I have many years of experience working with different age groups such as students in college and primary school students. I perform well under pressure and enjoy challenges. All these skills have been enhanced during the work experience I have gained over the years in roles such as Student Admissions Officer, Bournville College; Personal Care Assistant; Interpreter for NHS and many other people-oriented roles.
.
As you can interpret from the enclosed resume, I have experience working with students as well as showing that I have been a consistent hard worker with increasing responsibilities. Within these circumstances I have helped new students with the admission process as well as assisted and supported members of academic staff. These strengths are direct results of my expertise in different sectors, and my commitment to personal and professional excellence.
Currently, I am looking for any employment in which I believe I could grow even if this means that I may have to start from an entry level position. Regardless of this I will work hard to sustain positions and adapt to new environments which I have had to do before in previous jobs.
Thank you for your time reviewing my resume. I look forward to hearing back from you.

Sincerely,
Katia Dimitrova
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