
                                                                                                               

 

JOB DESCRIPTION 
 

 

Post: 
 

 

University Centre Administrator 

 

Responsible to: 
 

 

University Centre Registrar  

Salary: 
 

£23,492 - £25,580 per annum 
Scale 4, Pt 21 – 24 
 

Conditions of 
Service: 

Truro and Penwith College conditions of service 

  

Main Purpose of Job: 
 

To provide administrative support to the University Centre team, 
offering a professional, supportive service to all staff and students.  

As part of the University Centre team, you will work to provide 
administrative support across a range of functions, across 
admissions, student records, programme support, student support 
and quality assurance. 

Specific Duties: Admissions: 
- To process all University Centre applications (including UCAS, 

progression and transfer, part-time, PGCE/CertEd, Clearing 
and others as requested), dealing with all aspects of the 
admissions cycle. 

- To liaise with programme leaders, the University Centre 
Registrar and other senior colleagues, regarding more 
complex application decisions. 

- To arrange interviews and process DBS, entry qualifications 
and health checks for prospective students as required. 

- Providing information and advice in response to applicant 
enquiries on the telephone, in person and via email. 

- To support the organisation and management of University 
Centre induction days, preparing enrolment paperwork, 
preparing and sending out joining instructions, booking rooms, 
scheduling staff, etc. 

- To maintain course information on UCAS, Website and 
Student Finance Portal 

 Enrolment and Student Records: 
- To process University Centre enrolment forms and to ensure 

students are registered with the appropriate awarding body. 

- To create and maintain accurate HE student records on the 
College electronic student records system (unit-e).  

- To process withdrawals, interruptions and programme 
changes. 

 Quality Assurance: 



                                                                                                               

 

- To maintain quality records and provide administrative support 
for University Centre programmes, including PGCE/Cert Ed. 

- To schedule programme committee meetings, assessment 
boards and other quality cycle meetings, taking minutes as 
required. 

- To manage External Examiner recruitment, be a point of 
contact throughout the year and liaise with awarding 
institutions. 

- To support the University Centre Team in external audits of 
HE. 

- To support programme approval/reapproval and minor 
changes 

  

To distribute award certificates 

To process and advise students on extenuating circumstances 

To provide reception cover, receiving visitors to the College and 
dealing with initial enquiries from members of the public, students 
and staff. 

To create, monitor and process the results of HE student surveys, 
as directed by the University Centre Management Team. 

To provide support for open events, graduation and results days. 

 

General 
Requirements: 

As a member of staff, the post-holder will be required to further 
the agreed aims of the College by participating fully in the 
following: 
 
The first six months of your employment will be a probationary 
period, during which your suitability for the position to which you 
have been appointed will be assessed 
 
To participate in the scheme for appraisal and review of 
performance adopted by the College. 
 
The provision of a high-quality environment for student learning 
and associated activities. 
 
Student Welfare and Support Services. 
 
To be responsible for promoting equality and diversity in line with 
College procedures.  
 
The development of a flexible and responsive institution. 
 
To act responsibly in using resources including contributing and 
complying with efforts and initiatives to reduce carbon emissions. 
 



                                                                                                               

 

To always maintain the highest standards of professional 
behaviour (including compliance with the staff Code of Conduct), 
with a positive and student focused approach. 
 
College Promotional and Marketing Activities. 
 
The safe and appropriate use of College equipment, premises 
and property. 
 
Health and Safety Procedures as laid out in the College Health 
and Safety Policy. 
 
Staff Development Activities. 
 
General College Developments. 
 
All members of staff must be prepared for changes in their 
responsibilities and work. 
 
The postholder will also be required to undertake such other tasks 
as the Principal from time to time may determine. 
 
All members of staff are required as part of their duties to accept 
responsibility for safeguarding, Prevent and promoting the welfare 
of children and vulnerable adults.  



                                                                                                               

 

 
PERSON SPECIFICATION 

 

Administration Assistant – Higher Education 

 
Ideally, the person appointed will have the following skills and experience: 
 
 
• An understanding of Higher Education Admissions and UCAS application processes would 

be an advantage  
 

• High level of IT skills in areas such as word processing, spreadsheets, email and MS Teams 
 

• Experience of general secretarial and administrative work (including minute taking) 
 

• Excellent organisational skills. 
 

• Strong interpersonal skills to help you relate to students, academic staff, teachers, senior 
managers and colleagues in other areas of education administration. 

 

• Excellent written communication skills for emails and formal letters to applicants and 
students.  
 

• Professional telephone manner 
 

• A willingness and flexibility to learn and then operate new procedures effectively 
 

• Ability to work on your own initiative 

 
• Relevant IT and administration qualifications 

 
 
The College is registered with the Disclosure and Barring Service and the successful 
applicant will be required to apply for a Disclosure at the enhanced level.  If you apply for a 
job with vulnerable people when you know you are on a barred list, you could be fined or 
face a prison sentence. 
 
Truro and Penwith College is committed to ensuring a culture of valuing diversity and 
ensuring equality of opportunities. 



                                                                                                               

  


