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	Job Title
	Assistant, Timetabling & Operations

	School/Department
	Academic Services 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
	Senior Officer, Timetabling & Exam Services



Purpose of role
The purpose of the role is to support the Timetabling & Operations team in the Academic Services Office mainly for timetabling and exams support, teaching & learning development and curriculum management.
	
	Main responsibilities
(Primary accountabilities and responsibilities expected to fulfil the role)
	% time 
per year

	1
	Timetabling Tasks
· Schedule teaching timetables and manage the entire process from timetable data collection and collation through to timetable publication.
· Maintain student enrolment and teaching timetable records across all timetable-related systems (e.g. attendance monitoring systems, Campus Solutions, timetable calendar systems) to ensure data accuracy and integrity.
· Participate in the testing of the Tri-campus Timetabling system.
· Handle general student timetable enquiries efficiently and provide timely and effective resolutions.
	30%

	2
	Coordinate Government Awards Applications
· Work as contact point for Local Government Teaching & Learning Awards applications, including the interpretation of gov requirement and coordination for application preparation and evaluation, liaising with Municipal/Provincial/National Department where necessarily to facilitate communication, and providing support to develop TL related reports and data analysis to inform decisions.
	30%

	3
	Support Curriculum Management Tasks
· Support to the curriculum (programmes/modules) management tasks including documentation preparation for new programme applications, annual curriculum update and facilitating communications, and data maintenance in the Campus Solutions system.
	20%

	4
	Examinations Tasks
· Support the scheduling of University examination timetables and invigilation arrangements.
· Assess requests from students, schools and departments, and liaise with relevant departments at UNNC and the UK/Malaysia campuses, as appropriate, to coordinate Global exams, including online/Examsys exams and overseas exams.
· Respond to and resolve examination-related emergencies during exam periods.
· Provide administrative and operational support for other national examinations, such as College English Test Band 4 and Band 6 (CET-4/6), the Tri-Unity Scheme Test, etc.
	15%

	5
	Other
· Work with other function units within the Office at key points of the academic year (e.g. Graduation, Registration, conference) in order to ensure a 'fit for purpose' administrative support service to all areas of the Office's work and responsibilities;
· Participate in training and staff development, as trainer or trainee as appropriate, to develop and foster relevant expertise and awareness;
· Maintain a proactive and flexible approach to delivering work objectives and assisting other members in global engagement team as and when appropriate;
· Undertake other tasks and responsibilities as may reasonably be required.
	5%
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	Person specification

	
	Essential
	Desirable

	Skills
	· Excellent communication skills at all levels with strong oral and written skills in both Mandarin and English;
· Excellent data management and analysis skills;
· Advanced use of Microsoft Office Suite software including Microsoft Excel, Word, PowerPoint, Visio and Publisher;
· Ability to priorities work and meet the deadline;
· Strong problem-solving skills;
· Ability to work accurately under pressure;
· Team spirit;
· Attention to details;
· Strong sense of responsibility;
	· Skills in researching, drafting and editing reports;
· Skills in data visualization;
· Skills in visual design/graphic vision design;
· Presentation skills;

	Knowledge and experience
	· Experience of working in an international setting and/or education organization;
· Experience of data processing; 
	· Experience of designing social media page/site e.g. Wechat, Facebook or website.
· Experience of operating scheduling software.

	Qualifications, certification and training (relevant to role)
	· Master’s Degree;
	/

	Statutory, legal or special requirements
	· Willingness to work out of office hours or during holidays occasionally if requested.
	/







	


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
	[bookmark: _GoBack]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






Senior Officer, Timetabling & Exam Services


Assistant, Timetabling & Operations


Colleagues


Line manager


Role holder


Key stakeholder relationships


Students
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