Loughborough
University

School of Science

Receptionist and Student Support Assistant
TERM TIME ONLY

Fixed Term until June 2024
Job Ref: REQ231060

As part of the University’s ongoing commitment to redeployment, please note that this vacancy may be
withdrawn at any stage of the recruitment process if a suitable redeployee is identified.

School/Department summary
http://www.lboro.ac.uk/science/
http://www.lboro.ac.uk/departments/misc/

Job Description
Job Grade: Administrative Services, Grade 3

Job Purpose
To provide an efficient point of contact for students and other visitors to the School of Science and to carry out a
range of other Student and Programme Administration duties for the School.

Job Duties

Reception Duties

e To respond to enquiries received in person, by telephone or email and take appropriate action. This will
include dealing primarily with applicants, students and academic staff, but will also include external
organisations and parents.

e To undertake word-processing and document preparation including the preparation of letters, e-mails and
transcripts to students, posting appropriate information to Student Forums and updating noticeboards.

e To assist in the preparation of materials for School events.

Assessment Administration
e To facilitate the management of assessments using IT systems and databases.

To monitor assessment submissions from students for both coursework and online examinations, record
submissions appropriately, record late or non-submissions and prepare the submissions for marking. Contact
students who have not submitted to offer tailored support and guidance.

Be responsible for the preparation of samples of assessments for External Examiner review.

To organise and facilitate feedback sessions such as exam script viewing for all students including the use of
online booking systems.

Be responsible for the archiving of assessment materials in line with General Data Protection Regulations
(GDPR).
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Attendance/Engagement Monitoring
e To support student digital attendance registers by recording absences, monitoring student replies, offering
support and assessing when students are at risk.

e To be responsible for reviewing Doctoral Researcher attendance records and managing processes to ensure
accurate record keeping.

Admissions Administration
e To prioritise admissions enquiries received by email and telephone, responding where possible and liaising with
relevant admissions tutors or central services.

e To support Doctoral Researcher admissions processes by requesting references for new applicants.

General Administration
e To undertake general clerical duties such as photocopying, filing, binding and laminating of documents.

e Adding new Doctoral Researcher profiles to the School webpages
e To ensure compliance with relevant University policies and procedures.

e To undertake any training and development deemed appropriate for the position by the School Operations
Manager and the relevant line manager.

e To undertake general administrative duties associated with the School and its related internal and external
projects.

e As part of a team of receptionists to provide cover for the Mathematics Learning Support Centres when
required.

e Other relevant duties as required by the Operations Manager or Senior School Administrative Staff
commensurate with the level of the post.

Points to Note

The purpose of this job description is to indicate the general level of duties and responsibilities of the post. The
detailed duties may vary from time to time without changing the general character or level of responsibility entailed.

Special Conditions

The available position is term time only.

All staff have a statutory responsibility to take reasonable care of themselves, others and the environment and to
prevent harm by their acts or omissions. All staff are therefore required to adhere to the University’s Health, Safety
and Environmental Policy & Procedures.

All staff should hold a duty and commitment to observing the University’s Equality & Diversity policy and
procedures at all times. Duties must be carried out in accordance with relevant Equality & Diversity legislation and
University policies/procedures.

Successful completion of probation will be dependent on attendance at the University’s mandatory courses which
include Respecting Diversity and, where appropriate, Recruitment and Selection.

Organisational Responsibility

Reports to the Programme Administration Manager.
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Person Specification

Your application will be reviewed with respect to meeting the essential and desirable criteria listed below.

Your application will be reviewed against the essential and desirable criteria listed below. Applicants are strongly
advised to explicitly state and evidence how they meet each of the essential (and desirable) criteria in their
application. Stages of assessment are as follows:

1 — Application
2 — Test/Assessment Centre/Presentation
3 — Interview

Essential Criteria

Area Criteria Stage
Skills and abilities | Competent in standard Microsoft applications including Excel, 1,3
Outlook and Word and willing to learn new IT processes and
software.

Excellent customer service skills.

Able to work well in a team. 1,3
Skilled in undertaking regular routine office duties, 1,3
Ability to manage multiple routine tasks, ensuring that the work is 1,3
carried out in a timely and accurate manner
A sympathetic approach to dealing with students. 1,3
Problem-solving skills and understanding of when to defer decisions 1,3
Well-motivated with the ability to adapt to changes in tasks and 1,3
processes.
Good attention to detail. 1,3
Qualifications 4 GCSE’s or equivalent including English and Mathematics 1,3
Training A willingness to undertake further training as necessary. 3
Other To observe the University’s Equal Opportunities Policy at all times. 3
To comply with the University’s current Health and Safety 3
procedures.
Desirable Criteria
Area Criteria Stage
Experience Experience of University Administration. 1,3
Skills and abilities | Skills using corporate IT systems/databases 1,3

Conditions of Service

This position is fixed term until June 2024 or earlier return of the postholder, part time (32.5 hours per week) and
University term time only (31 weeks per year). Salary will be on Administrative Services, Grade 3 (£21,254 -
£23,144 pro-rata per annum). As the post-holder will not be able to take holidays during the specified weeks of
work, additional holiday pay, calculated on a pro-rata basis will be added to the salary and paid as an additional
allowance. Salary will be dependent upon previous qualifications and experience.

The working hours are 09:00 — 16.00 (including 30 minute lunch break)

The appointment will be subject to the University’s normal Terms and Conditions of Employment for Academic and
Related staff/Operational and Administrative staff, details of which can be found here.
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The University is committed to enabling staff to maintain a healthy work-home balance and has a number of family-
friendly policies which are available at http://www.Iboro.ac.uk/services/hr/a-z/family-leave-policy-and-procedure---
page.html

We also offer an on-campus nursery with subsidised places, subsidised places at local holiday clubs and a
childcare voucher scheme (further details are available at: http://www.lboro.ac.uk/services/hr/a-z/childcare-
information---page.html

In addition, the University is supportive, wherever possible, of flexible working arrangements.

We also strive to create a culture that supports equality and celebrates diversity throughout the campus. The
University holds a Bronze Athena SWAN award which recognises the importance of support for women at all
stages of their academic career. For further information on Athena SWAN see
http://www.lboro.ac.uk/services/hr/athena-swan/
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