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	Job Title:


	MIS Business & Admin Level 3 Apprentice
	Post No:
	

	
	
	
	

	School/

Directorate:
	MIS
	Department/

Team:
	MIS


	Reports to    (job):
	Provision Co-ordinator – Apprentices & Subcontracting


	
	

	Responsible     for (jobs):
	N/A


Job Purpose

	To provide a data service to support the College in an accurate and timely manner.



Main Responsibilities

	1.


	As part of the MIS team you will be expected to contribute to its various functions including but not limited to:

· Data entry
· Data maintenance
· Control of supporting evidence and paperwork 
· Enrolment duties
· Processing applications

· Processing student absences

· Timetabling and rooming

· General filing

· Supporting Exams department


	2.


	Assist during enrolment events, including the enrolment of students, the checking of enrolment data, the processing of enrolment records and providing support and general assistance to students.

	3.


	Actively seek to keep knowledge of the work of the MIS Team up to date.

	4.


	Undertake general administration tasks in liaison with other staff where necessary.

	5.


	Support College promotional events.

	6.


	Maintain records and files as required.

	7.


	Shrewsbury Colleges Group actively promotes a ‘safeguarding’ culture. As such, employees are expected to carry out their role and responsibility in relation to student welfare. Employees are expected to access PREVENT and child protection training in accordance with their role and be aware of who to contact and what action to take if there are concerns regarding the welfare of all students. We are committed to ensuring that all employees are supported in respect to their safeguarding duties.

	8.
	Work flexibly, undertake training and development, and undertake such other tasks as may be required or directed from time to time to meet the needs of the College

	9.
	Support and promote the College’s equal opportunity, diversity, health and safety, Prevent and other policies, processes and objectives

	10.
	Work positively to suggest and deliver quality improvements for your area. Engage with all quality improvements agreed for implementation from both internal and external sources.

	11.
	**Participate in exam invigilation as and when required**


Person Specification

	Criteria


	Essential
	Desirable

	Knowledge


	· Competent IT user with knowledge of the Microsoft Office suite of applications.

	· Literacy and numeracy at level 2.


	Skills 


	· Ability to work alone or as part of a team without close supervision.
· Excellent communication and organisational skills.
· Self-motivation, initiative and a meticulous approach to work.

	· Ability to cope under pressure.


	Experience


	· Good customer service and care.

	· Data entry experience.


	Special working requirements


	· Ability to work flexibly to accommodate occasional evening or weekend working.
· A commitment to ensuring the safeguarding and welfare of children at Shrewsbury Colleges Group
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