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Further Particulars
This document includes information about the role for which you are applying and the information you will need to provide with the application.      
1. Role details
	Vacancy reference:
6930
Job title:
Course Presentation Assistant
Reports to:
Student Services Manager (Course Presentation)
Salary:
£17,606 – £19,743 (pro rata)
Terms and conditions:                            Support Staff
Grade:
G4
Duration of post:
12 months
Working hours:
20 hours over 4 days
Location:
The Open University in the North, Gateshead
Closing date:
17.00 hrs on Thursday 10th February 2011
Type of application form accepted:         Standard / Full and covering letter
Number of referees required:                  2
Unit recruitment contact:                        R09-Directors@open.ac.uk


2. Summary of duties
	This post is a maternity leave cover.  The post holder will be a member of the Course Presentation Team.  The remit of the team covers all matters relating to the recruitment and employment of Associate Lecturers (ALs), the processing of pay and expenses, maintenance of employment records, provision of the administrative support function to Staff Tutors and Regional Managers, organisation and monitoring of tutor-student allocations, hire of tutorial accommodation at external venues, and creation of tutorial timetables.  The Regional Centre is also the Open University Business School (OUBS) Associate Hub for Continental Europe and acts as administrative centre for the Global On-line Science Programme.  The team plays an essential role in co-ordination of services to ALs and support to Staff Tutors / Regional Managers on these programmes, many of whom may be geographically distant from the Regional Centre.

The post holder will support the Student Services Manager (Course Presentation) in the management of tutorial programmes, tutorial timetabling, room booking and venue management.  

In addition they will provide secretarial and administrative support to Staff Tutors, who fulfil an academic function within the Region and work closely with the appropriate Central Academic Units in Milton Keynes.  On average, Staff Tutors attend the Regional Centre once or twice a week. The assistant, therefore, has to work on their own initiative and to their own schedule, establishing priorities with competing demands, ensuring the work is completed on time.  Challenges include becoming more knowledgeable about the Faculties in order to answer customer queries and provide up-to-date and accurate information.

The post holder will also provide clerical assistance and support for Associate Lecturer Services, recruitment, contracting and payment of Associate Lecturers.
The role offers the opportunity to manage one’s own workload, work effectively and as a member of a team and develop excellent secretarial and clerical skills.

Key duties of the post
1. Maintain up-to-date information on the Open University in the North tutorial venues.  Prepare, maintain and amend the electronic timetable database.  Notify venues of tutorial programming and of any special requirements for accommodation, liaising with Associate lecturers and venue staff concerning availability.  Identify potential problems and raise these with Staff Tutors/Student Services Manager. 

2. Act as first point or link contact, receive telephone calls and emails, from a wide range of internal (Regional Centre staff, and Associate Lecturers (AL)) and external (students and other academic or business institutions) contacts.  

3. Answer non-academic queries, and refer other queries to the appropriate staff in Student Services, AL Services or the Faculty. Requiring a good knowledge of Faculties’ operations and activities as well as familiarity with student and tutor regional support systems.  When referring queries, provide relevant background information (e.g. assignment scores, relevant advice summaries) to aid resolution.  Using university systems to record outcomes as necessary.

4. Handle incoming mail, forwarding onwards as necessary.

5. Maintain Staff Tutor diaries, organise meetings/telephone/video conferences and make all necessary travel arrangements.

6. Produce correspondence, reports, minutes etc.  Some material, e.g. personal references and examination questions is strictly confidential.
7. Co-ordinate arrangements (including refreshments where required) for internal meetings organised for or on behalf of the Staff Tutor.  Attendance and minute taking may be required.
8. Assist with the recruitment and selection of ALs: record applications from prospective and existing Associate Lecturers; collate information from Student Services/Faculty sources to enable Staff Tutors to plan recruitment needs; co-ordinate interview dates and book accommodation; prepare standard interview and procedure packs; provide Staff Tutors with lists of potential ALs; maintain records of short listing decisions; ensure references are available on time; check that all post-interview documentation is completed by lead Staff Tutor.

9. Assist Staff Tutors with the organisation of Faculty staff development events including booking accommodation and catering.  Co-ordinate invitations and collate relevant materials for the event.  Attendance on a voluntary basis may be necessary.

10. Initiate, implement and maintain appropriate filing systems for correspondence, committee papers, monitoring records and other personal documents, either by paper or electronic means. 

11. Process Associate lecturer expense claims and deal with associated queries.

12. Contribute to the work of the Course Presentation Team as required by Student Services Manager (Course Presentation) including attending briefings and contributing to regional diaries.

13. Provide switchboard cover as required.

14. Provide venue assistance at tutorials as required.


3. Person specification
	The successful candidate will need to demonstrate the following experience, qualifications and competencies:

Essential

· Educated to at least GCSE or equivalent and with a minimum of grade C in English and Mathematics
· High level of ICT proficiency with experience of MS Outlook, Word, Excel, large databases
· A minimum of one year’s experience of working in a secretarial, administrative or clerical post

· Substantial experience of working in a team environment but show ability to prioritise tasks, work accurately and organise own work
· Ability to adapt to new demands or procedures (including new IT systems or software)

· Ability to build effective working relationships with internal and external contacts at all levels
· Excellent oral and written communication skills

· Knowledge of, as well as commitment to, Equal Opportunities practice

Desirable

· Experience of large in-house database systems and / or customer relationship management software.  (The postholder will need to become familiar with, several bespoke Open University IT systems and packages)
· Ability to respond positively and openly to change 


4. Role specific requirements e.g. Shift working
	The successful applicant will be expected to work four days per week (or part thereof).

A willingness to work occasional evenings and weekends in support of tutorials and events is desirable. 


5. About the unit/department

	Student Services is responsible for the provision of educational and administrative services to students and for the recruitment, staff development and supervision of Associate Lecturers. It is the largest Unit of the University with an annual budget of more than £90 million. More than 8,000 staff (1,100 internal staff and 7,500 Associate Lecturers) are employed by the Unit at or through:

· five central Sub-Units based at Walton Hall, Milton Keynes;

· three National Centres based in Scotland, Wales and Ireland, and ten English Regional Centres.

The Director, Students, who is the Head of Student Services, is a member of the Vice-Chancellor’s Executive and reports directly to the Vice-Chancellor. Student Services is divided into four functional areas as follows:
· Assessment, Credit and Qualifications

· Student Recruitment and Financial Support

· Planning and Development

· Teaching and Learner Support

Of the 13 National / Regional Centres, nine relate formally on behalf of the University to the nine Government regions in England.  Each Centre is managed by a National / Regional Director, who is responsible (working to Heads of Function as appropriate) for the operations which take place in and through their National / Regional Centres. 
The generic responsibilities of National / Regional Centres include the following:

· promoting the image and interests of the University;

· representing the University to and within the networks developing in government regions;

· promoting the University’s courses and services;

· providing an educational enquiry and advisory service for prospective and existing students;

· arranging advice, guidance and learning support for students throughout their

· studies with the University;

· recruiting Associate Lecturers, who work face-to-face, by correspondence, by telephone and through ICT with students, and provide their induction, staff development and overall management;

· organising tutorial programmes and personal academic support for students at appropriate venues or at a distance;

· organising examinations at appropriate times throughout the year;

· organising Degree Ceremonies for graduates;

· working with other agencies to promote supported open learning for the benefit of part-time and adult learners in general, and for Open University learners in particular. 
The Open University in the North, one of ten English Regional Centres, supports students in Cumbria, Durham, Northumberland, Tees Valley and Tyne & Wear where there are approximately 5,250 students studying on undergraduate, certificate and higher degree level courses.  The Region is also responsible for supporting another 5,500 students in Continental Europe (CE).  We have some 550 Associate Lecturers in the UK and Continental Europe.

Our small, friendly, open plan office is the base for nearly 70 members of staff, including:

· The Regional Director and the two Assistant Directors with overall directorate responsibility and management oversight of all the work of the Region, including that delivered by regional faculty staff.

· 18 academic staff (Staff Tutors and Regional Managers), managers and coordinators of Faculties and Schools – these report jointly to the Regional Director and the Dean of their Faculty/School.

· Around 40 support staff, including Student Services Managers, Academic Assistants, Student and Associate Lecturer Services Assistants and IT and Office Services staff.

Staff are involved in planning and organising large-scale operations, using new technology to produce materials and information, and effective management of resources to produce and deliver services to schedule.  All staff are concerned with the maintenance and improvement of our high standards of support to individual students and have a strong customer service ethos. Important issues currently facing the University include student recruitment and retention in the increasingly competitive higher education environment.  During the next few years, there are likely to be changes to the patterns and mechanisms for supporting students.  It is therefore important that staff are flexible in their approach to work and the duties that they undertake.
The Regional Centre is located in a new office building at Baltic Business Quarter, Abbots Hill, Gateshead, NE8 3DF.  This is a twenty minute walk from the city centre and railway station or there is a Q1 Quaylink bus that provides a 10 minute service between Newcastle and Gateshead.  Gateshead bus / metro Interchange is approximately10 minutes’ walk.  It is easily reached by car and there is ample barrier-controlled parking at the rear of the building.  Local facilities include shops, banks and a choice of eating establishments within 15 minutes’ walk and The Baltic, Gateshead Sage and Quayside are only 10 minutes away.

For further information on The Open University in the North, please see our website at www3.open.ac.uk/near-you/north/index.asp


6. How to obtain more information about the role or application process
	If you would like to discuss the particulars of this role before making an application please contact Julie Rankin, Student Services Manager on 0191 477 6100 or email R09-Directors@open.ac.uk. 

	If you have any questions regarding the application process please contact Christine Avery on 0191 477 6100 or email R09-Directors@open.ac.uk.


7. Where to send completed applications
	Please ensure that your application reaches the University by: 17.00 hrs on Thursday 10th February 2011.  Please complete all sections of the form in full.  You are welcome to enclose curriculum vitae, but CVs will not be accepted on their own.

You are asked to include a covering letter not exceeding 1000 words explaining how your skills and experience meet the requirements of the job description.  Your letter will form a part of the selection process and will help us to assess your ability to meet the criterion for effective communication in writing.  This is an important part of your application and if you fail to do this you will not be considered for short-listing.

Post it to:

Name/Job title:     Christine Avery
Department/Unit:  The Open University in the North
Address:               Baltic Business Quarter
                             Abbots Hill
                             Gateshead
Post Code:           NE8 3DF
Or e-mail your application to: R09-Directors@open.ac.uk


8. Selection process and date of interview 
	The members of the interview panel are:

Julie Rankin, Student Services Manager (Course Presentation)
Terry Whatson, Staff Tutor (Science), Chair of Panel
Paul Williams, Staff Tutor (Science).
The interviews will take place on Wednesday 23rd February 2011.
The selection process for this post will include a number of tasks designed to test your competence in IT and your organisational ability.  There will also be a panel interview.  
The appointment panel will short-list candidates whose written application demonstrates a good fit with the person specification, subject to a limit on the number of candidates to be interviewed.
We will let you know as soon as possible after the closing date whether you have been shortlisted for interview.  If you have not heard from us within one week of the closing date, please assume that your application has been unsuccessful
Applications received after the closing date will not be accepted.
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