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School based Administrative Link Officer - Role Description

The Administrative Link is responsible for:

Ensuring that the day to day operation of the collaborative link works smoothly and effectively.

Ensuring that the named contact at the partner organisation receives up to date information regarding processes which affect the operation of the collaborative programme.

To fulfil this responsibility the Administrative link in liaison with the Academic Link Person, as appropriate:

· Should ensure an agreed system is in place for the registration and enrolment of students;

· Should liaise with Admissions, Registry Services and the named contact at the partner organisation to ensure that appropriate data is captured to facilitate the process of completing student offer, registration and enrolment;
· Should ensure assessment board arrangements for the collaborative programme(s) are appropriate;
· Should liaise with Assessment and Student Records to obtain student ID cards, where relevant;

· Should before, or at the beginning of the academic year, provide the partner organisation with information about Assessment Boards, REP deadlines etc. through published School calendars;

· Should facilitate partner receipt of relevant documentation to allow full participation in the Review and Enhancement process,

· Ensure receipt of documentation from partner organisation, e.g. student handbook, programme committee minutes and provision of module guides, as appropriate;

· Maintain regular communication with named Administrative Link at the partner organisation; 

· Maintain records of communication with partner organisation by all UEL staff;
· Work with partner and Corporate Marketing to agree a timetable for approval of publicity and marketing information in relation to the programmes;

· Work with partner to agree format and deadlines for receipt of mark sheets.
Summary of Collaborative Administrator Role


Ensure timely receipt by partner of school academic calendar with key dates





Ensure an agreed system is in place to facilitate timely enrolment





Work with partner and agree deadlines for receipt of all assessment information including format of marksheets 





Ensure Assessment Board arrangements for collaborative programmes are appropriate





Facilitate timely receipt by partner of relevant documentation to allow full participation in REP





Work with partner to obtain relevant up to date information about programmes





Maintain regular communication with administrative staff at collaborative partner.
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