


	Services
	Key Operational Responsibilities/Staff/Contact number
	

	Student Services
	• Team Leader
• Induction
• Attendance Monitoring 
• Request for change of group
• Withdrawals/interruption of studies
• Need assessment of pregnant
   students                
Tanya / 7602
	• File Management
• Exited/Awarded Student 
   Tier 4 Compliance
• Student Finance issues (SLC)
• DBA Part 2 Attendance
• Disability

Abisola / 7612
	• Re-enrolment
• Moodle (Student Services page)
• Request for Authorised Absence 
   (pre-approval)
• Rescheduled/Extra/Cancelled
   Classes
• MBA Part 2 Attendance
             Matthew / 7614
	• Authorised Absence 
   (post-approval)
• Letter Requests
• Assisting Student Services  as 
   required


Ellie / 7618
	

	Assessments
	• Team Leader
Assessment processing: 
· DBA 
· MBA

• Processing all  London Campus Extenuating Circumstances applications ( ECPs) 
• Assessment Briefs (Including Change of    Assessments) 
• Sending samples Assessment to External   Examiners 


Cert HE Term 1 – No admin allocated yet

Bart / 7613
	Assessment officer
 Assessment processing: 
· BSc CC;
· BABM Level 5 Term 1;
· Cert HE T3;
· Cert HE HSC T3;

• Organising Exams: Timetabling, registers and Invigilation
· Recording Minutes of weekly Meetings
· Creating Assessment Schedules
· [bookmark: _GoBack]Assisting Team Members with task as and when required
Albert / 7622
	Assessment officer
 Assessment processing: 
· BABM Level 5 Term 2 and 6;
· Cert HE T2 (with Deepika);
· Cert HE HSC T2 (with Deepika);
· Cert HE R2 Resits;

• Creating Assessment Schedules 

Meleri / 7605 (Oval), 147364 (Holborn)
	Assessment officer
Assessment processing: 
· BALM; 
· BABM Level 4 T2 & RESITS;
· BSc H&SC;
· Cert HE T2 (with Meleri);
· Cert HE HSC T2 (with Meleri);

• Creating Assessment Schedules

Deepika / 7604
	 Assessment office
(WEEK ENDS ONLY)

Assessment processing: 
· BABM Level 4;
· CERT HE  
(WEEK END CLASSES ONLY)
• Creating Assessment Schedules

Manjula / 147364
(Holborn-WKD)

	Admissions
	•Team Leader
•Liaising with FBA agency
•Liaising with ESL (BA, BSc, MBA)
•Organising interviews
•Home/EU applicant queries
Svitlana / 7610
	• Liaising with UNICOL agency
• Liaising with ESL (Cert HE)
• “Refer a friend” coordination
• Organising interviews
•Direct UK/EU applications
Uchit / 7615
	• Assisting UK/EU applications 
• Assisting interview process
• Organising UK/EU student files


Sandip / 7619
	

	IT Services
	• Team Leader                                                       • Wi-Fi including guest Wi-Fi
• Assignment Submission Support                     • MyTSD – Printing Letters Support
• E-Mail Support                                                    • Password Change
• IT Inductions                                                        • Software Installation
• ID Card Printing                                                   • Door Entry Access Control
• TFL Oyster Card Applications                            • General IT Queries
Simon / 7611
	• Wi-Fi including guest Wi-Fi                   • Assignment Submission Support
• MyTSD – Printing Letters Support       • E-Mail Support
• Password Change                                   • IT Induction Support
• Software Installation                              • ID Card Printing
• Door Entry Access Control                     • General IT Queries

Phaul / 7606
	

	Library
	Ivana (Mon & Tue) & Peter (Wed, Thu & Fri) / 7616
	

	Student Support 
	Disability Support
/ 7621 (Mon)
	Career Guidance
Maristela / 7621 (Tue & Fri)
	Counselling
Kevin / 7621 (Wed & Thu)
	

	Estates/Health & Safety
	• Health and Safety    • Vending/Catering services     • Procurement  of goods and services     • PAT / Fire extinguisher Testing     • Liaising with Workspace
• Verifying/updating payments from students      • Fire Marshall/First Aid lead       • Campus maintenance and Cleaning
• Purchase Orders/Invoices    • Travel/Parking arrangements
Joanne / 7609
	

	Quality Assurance
	• Unfair Practice                  • External Examiner Responses                          • Staff Student Committee                         • Programme Validations/Revalidations
• Exam Boards                     • Academic Quality Handbook                            • Any Other QA Issues
Jason / 7608
	

	Campus Admin
	• Preparation of campus for new terms               • Reporting/Recording/Resolving incidents on campus              • Management of signboards
• Staff training            • Timetabling                       • Campus events                                                                                 • All other admin issues not covered by other staff
Nina / 7603
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