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Administration Officer 
Anglia Ruskin University, London, School of Accounting, Business and Law
	Location:
	London, On-Site

	Salary:
	£27,000 - £32,000; Dependent on experience

	Hours:
	Full Time

	Contract Type:
	Permanent or Fixed term, 18 months 

	Post start date:
	Negotiable; as soon as possible


 
 
The School of Accounting, Business and Law at Anglia Ruskin University London offers a range of undergraduate and postgraduate courses in Business and Management; Finance and Accounting; Hospitality, Events and Tourism; Health; and Law. We currently have over 4,000 students, located at our East London campus, very close to the East India Docklands Light Railway stop. Anglia Ruskin University, London’s National Student Survey (NSS) 2025 were excellent, demonstrating our commitment to students and the very high student satisfaction levels.  
We are now seeking to recruit an experienced, student-centred and innovative administration officer. The successful applicant will be qualified to degree level. You will have prior experience as an administrator in higher education or in the education sector generally. You will be a proactive, supportive and values-led member of the ARU London community and will, 
· Provide effective and efficient administrative support to the School’s senior leadership, (Head of School, Deputy Head of School, and Course Directors).
· Work closely and collaboratively with academic staff and professional services colleagues, across the School, Faculty and University, building constructive professional relationships and taking a flexible, positive and solution focused approach to problem solving.
· Ensure timely and effective communication and relationship management when dealing with colleagues, academic staff, School guests, and other University-wide teams. 
ARU London offers a range of staff benefits including 25 days’ annual leave entitlement plus bank holidays, Nest pension scheme, free library services, wellbeing services and CPD opportunities.
Suitably qualified and experienced candidates who already meet all the essential criteria noted in the JDPS and have membership of cognate discipline PSRB should apply, where you should upload your CV with a cover letter, explicitly stating how you meet the essential criteria.  (e: Academicresourcing@london.aru.ac.uk).  
 


Job Description and Person Specification
Job Title:
Administration Officer (School of Accounting, Business and Law)
Department:
ARU London School of Accounting, Business and Law 
Reports To:
Head of School (Accounting, Business and Law)
Job Purpose:
The Administration Officer (School of Accounting, Business and Law) function provides wide-ranging administrative support to the school leadership team. The post holder will work following standard University guidelines and procedures but is also expected to work on their own initiative and prioritise their workload to meet tight internal deadlines, ensuring that work conforms to agreed quality standards. The post holder is also expected to use their judgement to address queries and problems on a daily basis.
· Provide effective and efficient administrative support to the School’s senior leadership, (Head of School, Deputy Head of School, and Course Directors).
· Work closely and collaboratively with academic staff and professional services colleagues, across the School, Faculty and University, building constructive professional relationships and taking a flexible, positive and solution focused approach to problem solving
· Ensure timely and effective communication and relationship management when dealing with colleagues, academic staff, School guests, and other University-wide teams.  
[bookmark: _Hlk209856423]Key Responsibilities:
The Deputy Head of School (Accounting, Business and Law) will work closely with the wider ARU London Professional Services administrative offices and academic staff within the School of Accounting, Business and Law to:
1. [bookmark: _Hlk215238561]provide high level independent administrative support to the School of Accounting, Business and Law, working closely with ARU London Professional Services functions as directed, to ensure that the administrative responsibilities of the School are discharged in full 
2. maintain and co-ordinate administration systems and policies within the School ensuring that processes run smoothly and effectively towards achieving the School's objectives. Ensure that data associated with School operations is robust and up-to-date, chasing up any outstanding or missing data. Initiate ad-hoc projects for the improvement of administrative systems, processes and services within the School
3. schedule School Meetings ensuring there are no clashes with other staff/student events and meetings. Communicate meeting agenda and relevant documents to appropriate parties and monitor that meetings take place 
4. Produce ad-hoc reports and provide information to assist the School’s senior leadership on matters relating to organisational planning and performance oversight. This will involve retrieving data from a wide variety of sources and summarising into usable statistical information. 
5. Act as the first point of contact for teaching staff cover, and work within the established staff allocation and timetabling processes to ensure effective teaching cover for academic staff absence; with timely escalation of concerns using agreed escalation processes 
6. Support module assessment processes to ensure timely assessment-setting, and scrutiny, and timely assignment-marking, and moderation; with timely escalation of concerns using agreed escalation processes
7. Process standard student reference requests (e.g., for further study or jobs, etc.) appropriately; within agreed guidelines and deadlines
8. record and monitor student engagement, (Class-attendance, Mitigating Circumstances and Extension application outcomes, Personal Academic Study Support plan details, etc.), ensuring relevant parties are informed, and escalate concerns using agreed escalation processes
9. understand current University and ARU London policies and processes, (e.g., academic regulations, safeguarding and health & safety, assessment, staff and student conduct, etc.) and communicate these to School staff. 
10. Act as Secretary to School meetings as required.
11. support the application and interview process for prospective academic and other School staff 
12. coordinate, record and monitor delivery of induction and training programmes for school staff and committee members, and periodic staff teaching and performance reviews
13. coordinate Issuance and deactivation of academic staff ARUL ID cards.
14. provide administrative support to facilitate efficient and effective delivery of School operations and events, including teaching and assessment of course modules, Open Days, Top-Achiever Awards Days, Student Graduations, etc.
15. Perform such other duties as may reasonably be required. This may include some out of hours and flexible working during non-standard teaching periods and during Open Days, Top-Achiever Awards Days, Student Graduations, etc. 
Key Performance Indicators:
· Staff Feedback
· Administrative concerns
· Department metrics
· Quality standards 




	PERSON SPECIFICATION

	Criteria
	Essential
	Desirable
	How Assessed

	
	
	
	App.
	Int.
	Refs.

	Academic and Professional Qualifications
	
	
	

	Good level of general education; educated to degree level
	
	
	
	
	

	Experience
	
	
	
	

	Substantial experience in an administrative support role preferably with experience of student administration or equivalent experience working in a busy office in an
administrative role
	
	
	
	
	

	Experience of working within the Higher Education sector
	
	
	
	
	

	Experience and sensitivity of working with people from a wide range of cultures.
	
	
	
	
	

	Experience of liaising/negotiating and working with a range of staff
	
	
	
	
	

	Experience of maintaining clear and accurate records
	
	
	
	
	

	Evidence of effective team working
	
	
	
	
	

	Knowledge/Skills
	
	
	
	

	Knowledge of current regulatory requirements which relate to the student experience in higher education
	
	
	
	
	

	Well-developed communication and interpersonal skills with ability to build positive relationships and interact effectively, sympathetically and courteously with staff, students and members of the public. 
	
	
	
	
	

	Effective planning, organisational and time management skills with capacity to manage and prioritise a high workload, often working to tight deadlines
	
	
	
	
	

	Ability to work with minimum supervision, meet deadlines and react positively to pressure
	
	
	
	
	

	Ability to identify and address challenges and/or difficult situations to a positive conclusion
	
	
	
	
	

	High Level of digital Literacy with a sound knowledge of Microsoft Office SharePoint, One Drive, Outlook, Word & Excel and MS Teams. Experience of using databases and producing reports from databases. Experience of Using Zoom
	
	
	
	
	

	Personal Attributes
	
	
	
	

	Capacity for independent working as well as the ability to contribute as an active member of the team within the School
	
	
	
	
	

	Conscientious, and motivated with a methodical approach and ability to organise and prioritise work effectively
	
	
	
	
	

	Commitment to achieving and maintaining high performance standards and ability to work to an agreed standard
	
	
	
	
	

	Adaptable and flexible, with the ability to learn new skills quickly
	
	
	
	
	

	Proactive approach to identify and address challenges and/or difficult situations and seek solutions
	
	
	
	
	

	Ability to build positive relationships and assist customers effectively and courteously
	
	
	
	
	

	Flexible approach to working on a variety of tasks/assignments
	
	
	
	
	

	Team player with a strong desire to be an active long-term participant in the growth of the School 
	
	
	
	
	

	Other
	
	
	
	

	Commitment to own continuous personal and professional development
	
	
	
	
	

	Willing to travel between sites as required for training or other purposes
	
	
	
	
	

	Comply with ARU London’s equity diversity and inclusion, safeguarding, health and safety, and sustainability policies and procedures and our University's values
	
	
	
	
	

	Comply with Data Protection Act 2018 and GDPR principles/ requirements
	
	
	
	
	
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