





Job Description: Professional Service Positions

	Faculty/Directorate/Service Area:
	FHSS / SoM / ILA

	Job Title:
	Intensive Learning Academies:  Alumni & Education Administrative Support  

	Department/Subject:
	Intensive Learning Academies - SOM

	Salary:
	Grade 5

	Hours of work:
	Full Time 35 hours a week

	Number of positions:
	1

	Contract:
	This is a fixed term position until 31 March 2027

	Location:
	This position will require the post holder to work at Bay Campus with some travel across Wales






	Overview
	Since 2021 Swansea University’s School of Management has hosted to two of Welsh Government’s flagship Intensive Learning Academies (ILAs) which offer Doctoral, Masters and Executive Education programmes for Professional Learners from Health, Social Care, the Third Sector and Life Sciences Industries in key health policy areas: “Value-Based Health and Care” and “Innovation and Transformation”.  
We are now looking for an excellent colleague to provide Alumni & Education Administrative Support to strengthen the relationship between the ILAs and its professional learner community. This position focuses on building meaningful connections with our future professional education learners, developing and supporting alumni engagement, coordinating events and enhancing lifelong involvement with the Intensive Learning Academies. This role aims to build relationships with alumni and potential new professional learners, leading to greater sense of community and their involvement with the ILAs, as well supporting the administration of the academies. 
The role is varied and requires creative thinking, relationship building ability, strong attention to quality and detail and project management skills. The role would suit someone with the drive and creativity to use their strong administrative skills, and events and communications experience to deliver an innovative and successful engagement programme.

	Main Purpose of Post

	Key Responsibilities
Alumni Community Building
•	Provide administrative support to the Directors and teams of Value-Based Health and Care and 
      Innovation ILAs.
•	Develop and maintain positive relationships with alumni of all ages and backgrounds.
•	Serve as a primary point of contact for alumni inquiries and support, responding to enquiries accurately  
      and in a timely fashion.
•	Coordinate events, mailings and record responses.
•	Assist with data collection throughout the year in support of alumni engagement and community building.

Event Coordination
•	Plan, organise, and deliver in-person and online alumni events such as reunions, networking sessions, and regional gatherings both on and off campus to a high standard.
•	Manage event logistics, including scheduling, venue arrangements, registrations, and follow-up communications.
•	Attend all alumni engagement events to ensure their smooth running.
•	Collaborate with internal teams and external partners to ensure successful execution.
•	Attend and manage events in-person and online, occasionally on evenings and weekends (for which time off in lieu will be given).
Communications & Marketing
•	Support the Value-Based and Innovation ILA teams in creating content for prospective new professional learners to executive education, MSc and post Graduate programmes.
•	Capture and share alumni stories, updates, and opportunities that strengthen professional learner engagement.
•	Support campaigns that showcase alumni achievements and research impact.

Collaboration & Administration
•	Work closely with colleagues in communications, business development, student services, and academic departments.
•	Provide administrative support such as scheduling, and servicing meetings and record keeping.
•	Contribute to new ideas and strategies for improving alumni involvement.


	General Duties
	1. To fully engage with the University’s Performance Enabling and Welsh language policies
2. To promote equality and diversity in working practices and to maintain positive working relationships.
3. Any other duties as agreed by the Service Area/Team Leadership.
4. To ensure that risk management is an integral part of any day-to-day activities to ensure compliance with the
University’s Risk Management Policy

	Professional Services Values
	All Professional Services areas at Swansea University operate to a defined set of Core Values - Professional Services Values and it is an expectation that everyone is able to demonstrate a commitment to these values from the point of application through to the day to day delivery of their roles. Commitment to our values at Swansea University supports us in promoting equality and valuing diversity to utilise all the talent that we have. 

We are Professional
We take pride in applying our knowledge, skills, creativity, integrity and judgement to deliver innovative, effective, efficient services and solutions of excellent quality.

We Work Together         
We take pride in working in a proactive, collaborative environment of equality, trust, respect, co-operation and challenge to deliver services that strive to exceed the needs and expectations of customers.

We Care
We take responsibility for listening, understanding and responding flexibly to our students, colleagues, external partners and the public so that every contact they have with us is a personalised and positive experience.
Commitment to our values at Swansea University supports us in promoting equality and valuing diversity to utilise all the talent that we have.


	
Person Specification

	Essential Criteria:
Values:
· Demonstrable evidence of taking pride in delivering professional services and solutions
· Ability to work together in an environment of equality, trust and respect to deliver services that strive to exceed the needs and expectations of customers.
· Demonstrable evidence of providing a caring approach to all of our service users ensuring a personalised and positive experience 


Qualifications:
Educated to GCSE Level, including a minimum of Grade ‘C’ in Maths and English or equivalent work experience

Experience:
· Experience of delivering excellent customer service both in the workplace and to external professional learners.
· Experience of working as a member of a team in a busy focused environment and on their own initiative.
· Ability to work with a high degree of accuracy and an attention to detail. 
Knowledge and Skills:
•	Excellent communication and literacy skills, oral and digital
•	Experience in customer service, communications, event planning, or community outreach 
·         Ability to manage multiple aspects and events simultaneously
•	Proficiency in using digital tools, databases, and basic marketing platforms
·         Proficiency in servicing meetings, preparing minutes and collating papers as required
•	Effective multitasking and organisational skills, working to tight deadlines
•	

Desirable Criteria:
· Familiarity with the Professional Learner Community 
· An understanding of Health and Social Care systems and Life Sciences Sector.
· Involvement in higher education or alumni programmes
· Ability to communicate through the medium of Welsh

	Welsh Language Level
	Level 1 – ‘a little’ - pronounce Welsh words. Able to answer the phone in Welsh (good morning / afternoon). Able to use very basic every-day words and phrases (thank you, please etc.). Level 1 can be reached by completing a one-hour training course.

For more information about the Welsh Language Levels please refer to the Welsh Language Skills Assessment web page, which is available here.

	Additional Information
	Informal enquiries:
Informal enquiries: For informal enquiries please contact lisa.rinaldi@swansea.ac.uk
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