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JOB DESCRIPTION
Education Services Administration Assistant 
Vacancy reference: 

	Job Title: Education Services Administration Assistant   
	Present Grade:	5

	Department/College:	Student and Education Services 

	Directly responsibility: Deputy Academic Registrar (Curriculum Transformation Programme)   

	Supervisory responsibility for:	N/A

	Role Purpose:
As part of a team reporting into the Deputy Academic Registrar this role holder will have responsibility for administration relating to the implementation of the Curriculum Transformation Programme. In the first instance this time limited role will support administration across the following areas: 

1. Record Set-Up and Data Integrity
2. Module Enrolment and Student-Facing Support
3. Digital and Delivery Readiness 

Major Duties:

· Working constructively and collaboratively with colleagues in central services, faculties and academic departments at Bailrigg to: 
· Ensure accuracy and consistency of data inputting in the context of new programme, module and assessment records, including schemes of study, enrolment rules and staffing information.
· Provide data analysis to inform delivery planning 
· Coordinate of module enrolment processes and communications.
· Respond to student queries and correcting records where required.
· Coordinate the creation of ASK content, Moodle and LUMES set-up for new programme and module content.

· Provide ongoing support to colleagues across Education Services, within SES, faculties and academic departments in their management of administration processes for programmes leading to LU awards
· Work to ensure student records remain accurate at all times to inform internal and external data reporting and returns
· Contribute to the development, testing and implementation of updates to the student records system(s)
· Contribute as required to the wider work of the Student and Education Services Division, particularly during periods of peak activity including, but not limited to, registration, assessment periods, exam boards and graduation which may on occasion require out of hours and/or weekend work
· Maintain a high level of awareness of sector practice and developments, proactively engaging with relevant professional networks
· Any other reasonable duties and responsibilities, commensurate with the grade of the post, as determined by the Deputy Academic Registrar 
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