NORTHERN SCHOOL OF CONTEMPORARY DANCE


JOB DESCRIPTION

___________________________________________________________________

POST:




HR & Curriculum Administrator 
REPORTING TO:                              HR Manager
OTHER WORKING                           Head of Academic Registry, Finance Manager

RELATIONSHIPS:


MAIN PURPOSE OF JOB:

To work as part of a small team to 






provide administrative support across 





the School’s provision. ___________________________________________________________________

DUTIES & RESPONSIBILTIES:
1. Assist in managing the School Timetable to;
a) arrange musicians/visiting teachers
b) arrange teaching/musician cover when required
c) manage the studio priority booking system where required

d) manage the Student Studio Booking System 

2. Coordinate the issue of casual hours contracts and all related documentation  for Guest Tutors, Artists and Choreographers as requested by the Heads of Faculty.  

3. Support the provision of spreadsheet information on casual hours contracts for budgetary purposes.
4. Manage the booking of travel and accommodation within an agreed budget for guest tutors, choreographers, staff and students.   

5. Administration of MA Contemporary Dance Performance student placement and company tour provision. 
a) Drawing up company placement agreements for approval by the PPS 

Co-ordinator and preparation of the Mentor Handbooks;
b) Manage the travel and accommodation arrangements for the 


postgraduate company tour.
6. Administer student placement provision across programmes where required. 

a)          Drawing up placement agreements and associated placement  paperwork. 

7. Assist the Head of Academic Registry with statutory returns for the Office for Students (OfS), via CDD including; the student return (HESA), Graduate Outcomes, Unistats and National Student Survey (NSS)

8. Assist the Head of Academic Registry and Heads of Faculty on managing the European and international student exchange programme, including Erasmus+ and visitors.
9. Prepare student applications to the Disclosure and Barring Service (DBS), assisting students with the process. 
10. Act as Secretary to the Faculty and Teaching Staff Meetings, recording and distributing minutes where required.
11. Prepare student references as necessary and carry out student surveys as required as part of a team.
12. Undertake school administrative duties for the HR department as required.
13. Be a point of contact for student academic enquiries and re-direct to other appropriate members of staff if necessary.
14. Provide Reception cover if required. 
15. Undertake staff development where considered necessary.
16. Support all agreed Quality Assurance Systems within the College.
17.
To follow the School’s Code of Practice in matters such as Health and Safety, Equal Opportunities and Safeguarding.

18.
Any other relevant duties, as agreed by the HR Manager.
Curriculum and School Administrator – Person Specification
	
	Essential Criteria
	Desirable Criteria

	Education/Qualifications
	Educated to degree level or qualified by experience in general clerical and administrative work.
	

	Experience
	Relevant experience in working in a similar administrative/customer service role.

Strong administrative skills. 
	Experience of working with students/young people. 

	Skills Required
	Excellent ICT skills, particularly in using word and excel.

Good organisational, planning and prioritising skills.

Methodical and accurate, with good attention to detail.

The ability to problem solve and use own initiative. 
	

	Personal Requirements
	Imaginative and flexible thinking

Excellent communication skills and the ability to liaise effectively with students and staff.

A willingness to become part of a small committed and enthusiastic team. 
	


TERMS AND CONDITIONS
Place of employment:
NSCD, 98 Chapeltown Road, Leeds LS7 4BH

Hours of work:
Minimum of 37 hours per week

Remuneration:
£17,476 - £18,004 

Contract:
Permanent

Probation:
6 months

Leave entitlement:
25 days, plus eight bank holidays and up to 3 
discretionary days between Christmas and New Year

Period of notice:
1 month on either side

Pension:
Local Government Pension Scheme available (West

Yorkshire Pension Scheme)
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