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	Job Description
	

	Job title
	Temporary Tutorial Administrator 

	Department
	Tutorial Office                                         

	Reports to 
	Senior Tutor


This document outlines the output and key accountabilities required of the post holder, as well as skills, qualifications and experience needed in order to carry out the role. It is not a definitive list.
	Purpose of the role



	To provide temporary administrative support to the Tutorial Department in all aspects of the academic and welfare provision.

	


	Background information

	Based at
	Gonville and Caius College, Trinity Street, Cambridge.  

	Hours of work 
	N/A

	Contract type
	Casual/Temporary 

	FTE
	N/A

	Qualifications
	Minimum 3 A levels (Degree-holder or equivalent qualification preferred)

	Key skills
	· Highly proficient user of Microsoft Word, Excel and Outlook
· Ability to organise workload effectively, meeting deadlines where necessary
· Ability to work on own initiative
· Ability to read and interpret written instructions
· Willingness to work flexibly
· Methodical in approach

	Work experience
	Able to demonstrate experience of efficiently managing both paper and electronic filing systems

	Budget Responsibilities
	None 


	Main duties and Responsibilities 

	· to provide day-to-day secretarial and administrative support to the Senior Tutor along with diary management to ensure their time is managed efficiently.

	· to liaise with other College staff and Fellows to ensure good co-ordination between the Tutorial Office and other Departments of the College.

	· to deal with incoming mail and email and answering routine correspondence.

	· to answer telephone calls, greet both internal and external visitors.

	· to provide administrative support for College Committees convened by the Senior Tutor (in particular fortnightly meetings of the Tutors and Graduate Tutors), to book meeting rooms and order appropriate refreshments, co-ordinate papers including producing, organising and arranging the distribution of documents, taking minutes and identifying and chasing up actions.

	· To liaise with the Bursary about decisions of financial support for students

	· To manage the administration of the Tutors Donation Fund, the Academic Grants scheme, Music and Sports Awards and Hardship Funds

	· To record all scholars, exhibitioner, choral exhbitioners and organ scholars on CamSIS database

	· Complete, check and amend University/Faculty and Department Returns

	· To maintain accurate training records for staff in the Tutorial Office and for Tutors

	· To be responsible for maintaining accurate staff records for the Senior Tutor

	· To maintain and manage the paper files of students

	· Manage and administer the paperwork for the Admission of Scholars

	· To aid the Senior Tutor in the production of material for monitoring academic progression in the College


Further requirements & Information relevant to the role

	Additional role requirements
	Yes
	No

	DBS check
	X
	

	Lone working
	
	X

	Manual handling
	
	X

	Working at height
	
	X

	
	
	

	Training requirements
	
	

	Fire Awareness
	X
	

	Health & Safety Essentials
	X
	

	GDPR Essentials
	X
	

	Equality, Diversity & Inclusion
	X
	

	Bullying and Harassment for Employees
	X
	

	Cyber Security Awareness
	X
	

	Anti-bribery 
	X
	

	Microsoft Office
	X
	

	Fire Evacuation Chair training
	X
	

	Fire Extinguisher training
	X
	

	Mental Health Awareness
	X
	


Team Responsibilities

· Participate in team meetings when required.

· Share ideas for improvements. 

· Help other employees when you have spare capacity or time. 

· Help cover staffing shortfalls when required.

· Help to keep the department calm by working well and showing consideration for others.
This role profile outlines the duties required at the current time to indicate the level of responsibility. It is not intended to be a comprehensive or exhaustive list and may be varied by the College management to include other reasonable requests which are up to the same skill level, and of the same type, already undertaken and which do not change the general character of the job or the overall level of responsibility.
Health and Safety
All employees must adopt a responsible attitude towards health and safety and to comply with any procedures as required by the College in order to ensure the health and safety of themselves, their colleagues and any other persons that may be affected by their actions.  They must be prepared to undertake any training provided in relation to health and safety or which is identified as necessary in relation to their work. 

Continuous Professional Development

Caius is supportive of continuous professional development and opportunity for training and development will be provided.
	Person Specification


	Job title
	Temporary Tutorial Administrator

	Department
	Tutorial Office

	Reports to (Position Title)
	Senior Tutor


	
	Criteria
	Essential

/Desirable

	Qualifications and Training 
	· 3 A Level or equivalent qualifications  
	D

	
	· Degree level or equivalent is highly desirable
	D

	Knowledge, Skills & Proven abilities
	· High level of proficiency in Microsoft 365 (particularly Word, Excel and Outlook) and Internet-use
	E

	
	· Excellent organisational skills
	E

	
	· Ability to manage electronic and paper documents and electronic filing
	E

	
	· Knowledge of CamSIS or other HE databases
	D

	
	· Proficiency in minute-taking
	D

	Behaviours
	· Initiative, common sense, diplomacy and discretion
	E

	
	· Willing and able to work to tight deadines
	E

	
	· Thorough and conscientious with attention to detail
	E

	
	· Ability to relate to students, Fellows and staff in a confident, helpful and co-operative manner
	E

	
	· Willingness to learn new skills
	E

	
	· Positive and professional attitude 
	E

	
	· Effective problem-solving skills
	E

	
	· High degree of creativity and resourcefulness
	E

	
	· Able to maintain confidentiality 
	E

	
	· Excellent attention to detail 
	E

	
	· Desire to continually look for opportunities to improve the service provided
	E
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