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Job Description: Professional Services Position

	Faculty/Directorate/Service Area:
	Education Services

	Job Title:
	Senior Assessment and Outcomes Assistant (Printing and Document Management)

	Department/Subject:
	Education Operations

	Salary:
	Grade 5

	Hours of work:
	Part Time 17.5 Hours a week (Flexibility will be required at peak times)

	Contract:
	Fixed Term

	Location:
	This position may require the post holder to work at either Singleton or Bay Campus



	Main Purpose of Post

	1. To support the delivery of the remit for the Assessment and Outcomes team, managing the printing of examination papers, scanning of assessment documentation and filing and archiving of papers. 
2. To support the administrative work of Assessment and Outcomes team who are responsible for delivering a remit aligned to Examinations and Assessments, including but not limited: 
 
a. Examination and Assessment, Planning and Management – To support the document management of the University’s examination process, including: the receipt, printing and secure packaging of exam scripts in preparation for University examinations. The secure scanning of examination papers, including multiple choice question answer sheets and scripts for external examiners. The management of the filing and archiving of exam scripts. 
b. Student Support – To ensure that students with reasonable adjustments are supported with appropriate provision via examination documentation. 
 
 
3. To work closely and in partnership with other key teams, including the Student Gateway, Education Journeys and Quality, Programme and Portfolio Development Teams.  
4. To work flexibly across the year, despite being a part-time role this post holder may be required to work full time at peak periods of the year to prepare for the three key examination sessions. 
5. To ensure that enquiries from students and stakeholders are responded to in a timely manner.  
6. To work with reprographic machinery to support the delivery of assessment documentation. 
7. To support the provision of examinations and assessment documentation in support of the operational delivery objectives of the team.  
8. To work closely with ensuring that the provisions for students with reasonable adjustments are supported.  
9. To work collaboratively across the Directorate and the University to share best practice. 
10. Support the implementation of an outcome-focused approach providing excellent customer service. 
11. To ensure the provision of high-quality support which is inclusive, supportive and aims to support the retention and progression of students. 
12. Ensure that tasks are completed on time and to the highest quality.  
13. Proactively engage in training to ensure that the service is delivered consistently and appropriately. 
14. Support the review, maintenance and efficiency of effective streamlined procedures and systems relating to Examinations and Assessments documentation management. 
15. To ensure that web content, comms and information is updated and reviewed regularly.  
16. Support the provision of information reports and data to inform activity and effectiveness, ensuring that all data is recorded effectively and accurately. 
17. To ensure that professional and remit boundaries are understood. 
18. To contribute to a culture of change and continuous service improvement.


	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. To lead on the continual improvement of health and safety performance through a good understanding of the risk profile and the development of a positive health and safety culture. 
4. Any other duties as agreed by the Faculty / Directorate / Service Area.
5. 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 your customers ensuring a personalised and positive experience


Qualifications
Educated to GCSE Level or comparable knowledge.   

Experience 
1. Understanding and knowledge of the delivery of assessment documentation.
2. Experience of working with reprographics and assessment documentation in a secure environment.
3. Shows attention to detail with evidence of the ability to understand process and guidance and impart this knowledge to others. 
4. Experience of dealing with budgets, ordering and invoicing.
5. Good understanding of remit and the work involved in supporting Assessment and Examinations processes across the academic year. 
6. Evidence of being self-motivated and working individually to deliver work to a deadline.

Knowledge and Skills
1. Experience in the functions outlined within the job specification from a task perspective or equivalent experience with clear transferable skills and knowledge.   
2. Strong self-motivator to achieve against targets.  
3. Experience in supporting areas of work and the timely delivery of outcomes, working closely with others in doing so.   
4. Experience of taking a creative approach to problem solving and responding flexibly to challenging situations. 
5. Good communication skills, verbal and written and to present coherent arguments to achieve the desired outcome  
6. Good inter-personal skills. 
7. Knowledge of, or evidence of the ability to gain knowledge of, relevant job function or sector information and trends relevant to this position.  
8. Good IT skills


Desirable Criteria:

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: Mr Gareth Davies, Head of Assessment, Outcomes and Education Journeys, G.A.Davies@swansea.ac.uk
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