Course Administrator
Faculty:- Graduate Business School.  Responsible for MSc courses running in Cork Campus.

Hours:- 2/3 days per week as agreed with the successful candidate.  Flexibility will be required.

Responsibilities:-

Responsible for the administration involved in the efficient and effective running of all programmes within the faculty.  This includes, but is not limited to liaison with different departments and cohorts, covering a range of tasks including:

· Assisting in Induction

· Responsible for maintaining the learner registration details within the College database with a view to ensuring accuracy
· Communicating programme information to learners

· Processing amendments /deferrals

· Dealing with learner queries in a timely manner

· Ensuring student attendance data is recorded, monitored and analysed

· Following QA procedures in regard to all programme related issues

· Lecturer assessment

· Assignment submission

· Course committee meetings

· Student rep meetings

· Assessment checking report

· Assisting in the examination process

· Exam venue ID checking

· Invigilation

· Participating in the exam board process with particular responsibility for the accuracy of the data
· Liaising with other College departments as required

· Participating in the graduation ceremony as per the requirements of the graduation committee

· Assisting in all ceremonies

· Graduand line up

· Parchment organisation

· Ushering

· Creation, distribution and maintenance of timetables

· Organising support for equipment being used by lecturers (particularly guest lecturers)

Lecturers

· Distribution and analysis of attendance sheets

· Distribution and analysis of lecturer assessment forms

· Informing classes (by phone or in person) of lecturer cancellations

· Dealing with general lecturer queries about procedures

Assignments

· Taking in assignments 

· Distributing assignment marks 

· Dealing with queries about assignment extensions

· Inputting all assignment results to Scholar
Maintenance

· Informing maintenance of any general maintenance work to be done

· Liaising with them regarding special requirements for a class (eg the movement of drawing boards between studios etc)

General

· Liasing with external validating bodies

· Supplying faculty information to other departments and external bodies as required

· Miscellaneous mailmerges to lecturers and students

· Booking rooms
· Booking equipment

Other

Any other reasonable duties as assigned by the line manager of the Course Administrator

Special conditions of employment:-

In order to provide a service to both full and part-time students, it is expected that the course administrator would be available until after 6.30 p.m. on a number of occasions per week during the two teaching semesters.

Experience required:-

· Computer literate in Word and Excel

· Familiar with using database and/or other administrative packages

· Proven organisational abilities

· Able to take direction

· Capable of taking initiative for certain areas and to work independently

· Appropriate interpersonal skills to manage information relating to students and staff in a sensitive and professional manner

