
	Job Title
	Assistant

	School/Department
	CELE Professional Service Office

	Job Level
	UNNC Scale A level 2

	Job Family
	Administrative, Professional, and Managerial

	Contract Status
	Full Time

	Location
	University of Nottingham Ningbo China

	Hours of Work
	Regular working hours, Monday to Friday 

	Responsible to
	Manager of In-sessional and Pre-sessional Support



Purpose of role
The role holder provides administrative support and high-quality student service support, with a particular focus on supporting the daily operation and student engagement activities of the Writing Lab, Pre-sessional programmes, and CELE module-related services.
The role holder works closely with academic staff, CELE Professional Service Office staff and students, to ensure a smooth and high-quality student experiences.
	
	Main responsibilities
(Primary accountabilities and responsibilities expected to fulfil the role)
	% time 
per year

	1
	Support the Writing Lab Programme
· Administer the booking system for 1-1 advising sessions and ensure all resources for the Writing Lab are up to date.
· Provide administrative support to the Writing Lab to ensure smooth daily operations and a high-quality student experience.
· Support the preparation, attendance tracking, and feedback collection for workshops, speaking activities, and extracurricular events.
· Support Writing Lab branding and promotional activities through newsletters, posters, videos and other communication channels to increase student awareness and participation.
	40%

	2
	Support Pre-sessional Programme
· Provide administrative support across the Pre-sessional programme cycle for PGT/PGR applicants and participants, including enquiry handling, programme coordination, records maintenance and student communications.
· Serve as a first point of contact for routine enquiries from applicants, participants and academic tutors, escalating complex matters as appropriate.
· Assist in organising promotional events and departmental activities; assist in the management of program interns.
· Support project delivery through timely and accurate administrative coordination, contributing to the effective operation of Pre-sessional programmes.
	40%

	3
	Support Student Services for CELE Modules  
· Liaise with relevant departments to update timetables, course information and student records in the student management system and Moodle.
· Respond to student enquiries and provide professional, timely and appropriate student-facing support.
· Assist with attendance registers, attendance monitoring, examination arrangements and module evaluations as appropriate.
· Support feedback collection, data collation and analysis for module administration and service improvement.
	10%

	4
	Others
· Participate in training and staff development events as trainer or trainee as appropriate.
· Maintain appropriate professional development, expertise and awareness;
· Undertake other tasks and responsibilities as may reasonably be required.
	10%
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	Person specification

	
	Essential
	Desirable

	Skills
	· Excellent English and Chinese communication skills both verbal and written
· Strong organisational and time-management skills, with the ability to manage multiple tasks and meet deadlines
· Good IT skills, including Microsoft Office, applications, and the ability to learn and use administrative systems effectively
	· Proven skills of data analysis
· Revelent skills and knowledge in designing and marketing

	Knowledge and experience
	· Experience of working in a multicultural environment
· Experience of providing administrate support and managing multiple tasks
· Experience of promoting and organizing events
	· Have proven track record of working in the education filed
· A sufficient understanding of education and student services

	Qualifications, certification and training (relevant to role)
	· Bachelor’s degree in education, management, or a related fields
	· Master’s degree
· Overseas study experience

	Personal Attributes
	· Strong customer-service orientation
· Self-motivated
· Patient, professional, cooperative and attentive to detail

	




	
Expectations and behaviours

	The University has developed a clear set of core expectations and behaviours that our people should be demonstrating in their work, and as ambassadors of the University’s strategy, vision and values. The following are essential to the role:

	Valuing people
	Is open and welcoming of others, approachable and respectful. Considers the wider point of view and delivers appropriate support and guidance to colleagues.

	Taking ownership
	Shows initiative and takes responsibility for own actions. Offers clarity and tactful support to colleagues to aid decisions and actions.

	Forward thinking
	Demonstrates the ability to learn, and enjoys the opportunity to develop. Likes to share and implement new ideas and improvements in their area of work. Seeks feedback from others.

	Professional pride
	Is self-appraising, seeking feedback from others and acts as a great role-model at all times. Keen to deliver the job well and be an effective member of the team.

	Always inclusive
	Is sensitive to the needs of others and understands every person is important, right across the organisation, irrespective of level, culture, disability or any other characteristic.








	Key relationships with others





Manager of In-sessional and Pre-sessional Support


Assistant


CPSO Team


Line manager


Role holder


Key stakeholder Relationships


CELE Academic staff


Students
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