Programme Administrator
London Business School - Administrative
	Location:
	London, Regent's Park
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	Permanent
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	Job Ref:
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	★ View Employer Profile 


(Part-time - 21 hours per week)
Help us Transform the way the World does Business
We're looking for a Programme Administrator to provide effective administrative support and a high quality experience across our Degree Programme Portfolio.
The Role
Drive High Quality Student Experience
Responsible for the School's Degree Programmes Portfolio, our Degree Programmes Office plays an essential role in supporting the School's brand and reputation. Generating over 50% of the School's revenue, our masters-level programmes support the professional development of future business leaders around the globe. Joining them as Programme Administrator, you'll make sure students and colleagues receive accurate, reliable and timely support as you champion customer service and assist the Programme Management Team with data processing and enquiries. That means you'll:
* Develop and maintain cross-programme awareness and knowledge, acting as first point of contact for students in-person, via email and telephone
* Assist with attendance monitoring and reporting for core MBA courses
* Track and record tuition fee payments
* Monitor the general reception area and maintain stationary supplies
* Support the Programme Management Team and Senior Programme Manager by tracking all required Visa documents
* Schedule and co-ordinate meetings and manage the Programme Director's diary

Share our Knowledge
We generate research and ideas that have a real, lasting influence on people, businesses and markets around the world. To do that, we have to make sure we've got the people, tools and infrastructure to share our thinking globally. In this customer service orientated role, you'll make a real impact as you provide support to your MBA colleagues and students, in turn helping us accomplish our vision.
Who We Are Looking For 
* Previous experience in an administrative or front-line customer service role
* Strong word-processing skills and familiarity with MS Office packages
* Ability to work from own initiative
* Exceptional interpersonal and communication skills
* Enthusiastic attitude and professional manner
* Flexible and positive approach to working as part of a team
Be Part of an International Network
We're a global institution: 94% of our students and 86% of our faculty members are international. Together, we're changing the way the world does business. Based in London's Regent's Park, this is an opportunity to work at the heart of Europe's digital capital - and in one of the world's most important financial, entrepreneurial and cultural centres.
Why London Business School?
Our vision is to have a profound impact on the way the world does business. This can only be achieved through our people; with 93% of our staff saying they are proud to work here and being consistently ranked among the best in the world for our MBA, global Executive MBA and Masters in Finance programmes you will have an opportunity to be part of this journey 
Benefits We Offer
As an employee at London Business School you will enjoy a generous holiday entitlement, on site swimming pool, sauna and gym, automatic enrolment to a quality defined contribution workplace pension scheme and season ticket loan facility. There is also a wide range of professional development opportunities to support your career path. Our full list of employee benefits can be accessed here.

