
The Open University, Human Resources, HRG158 | Page 1 of 6 

 

 

Job Related Information 

This document includes information about the role for which you are applying and the information you will 

need to provide with your application.       

1. Role Details 
 

Vacancy reference 14711 

Job title: HWSC Team Administrative Assistant 

 
Reports to: WELS Team Manager 

Salary: £22,214 to 24,983 according to qualification and experience 

Terms and conditions: Secretarial and Clerical 

Grade Grade 5 

Duration of post: Temporary Contract for 24 months  

Working hours: Full-time  

Location: Faculty of Wellbeing, Education and Language Studies, The Open 

University in Scotland  

Closing date: 5:00pm on 3 July 2018 

Type of application form accepted: Application Form & Covering Letter  

Number of referees required: 2 

Unit recruitment contact:  Helen Jackman 
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2. Summary of duties 
 

The Post 

This role supports the School of Health, Wellbeing and Social Care (HWSC) in the management and delivery of 

professional programmes for nursing and social work. Working collaboratively with colleagues, the Team 

Assistant forms a vital link between academics, associate lecturers, students, employers and other external 

organisations such as government and regulatory bodies, public and third sector organisations as well as 

other Open University colleagues.   

   

Main Duties 

 Acts as the first point of contact for enquiries about professional programmes (Pre-registration and social 

work) arriving by email, telephone and VOICE from Associate Lecturers (ALs), students, internal staff, and 

external contacts. Uses initiative to respond accordingly and in a timely fashion. 

 Takes sole responsibility for a range of administrative duties, including but not limited to the completion 

of electronic forms directly related to the delivery of the professional programmes in Scotland checking 

student applications for completeness and recording. 

 Acts as point of contact for Associate Lecturer (AL) sickness leave forms, distributes letters and CAMEL 

messages as required on behalf of staff, plus maintains and updates own filing systems and takes 

responsibility for the accuracy of documents worked on by proof reading and correcting typographical 

errors before returning to the people they support. 

 Co-ordinates the work of HWSC academics based in Scotland with their School and Faculty colleagues in 

Walton Hall. For example, working with School and Faculty academic related staff in organising and 

supporting Practice and Programme Tutor briefings and the Practice Learning Organisation process. 

 Liaising with employers, students and colleagues to check students on the professional programmes are 

registered on appropriate courses and then liaising with AL Services to ensure that these students are 

correctly allocated in the tutor student allocation process 

 Organises and supports a variety of external contacts for Faculty staff in the Nation. For example, 

coordinating contacts with external bodies such as funding councils, government civil servants and HEI’s 

as well as organising room booking, catering, travel and so on. 

 Provides administrative support to Faculty staff in nation-specific public engagement, including nation-

curriculum initiatives and production of Open Educational Resources. 

 Accesses, uses and maintains management information systems such as VOICE, CIRCE, DIP, NTS, LEM to 

log, process and respond to requests from students, ALs and internal staff.  Uses systems to send 

information as required, dealing with confidential information in line with data protection policies. 

 Liaises with Student Support Teams and AL Services staff to organise interviews for Associate Lecturers.  

Responsibilities include setting dates, booking rooms, document printing, invite to interview, meet and 

greet. 

 Assists with administrative aspects of TSA. Liaising with AL Services to ensure that students are correctly 

allocated in the tutor student allocation process.  Proactively seeking to resolve issues as they arise. 

 Arranges travel and accommodation for the HWSC team in regard to their nation-specific activities and 

operational meetings, including using CLICK travel and other in-house systems as required. 

 Services a variety of internal and external meetings, seminars and conferences related to HWSC activity in 

the Scotland.  Books rooms, orders catering/hospitality, arranges appropriate IT equipment. 
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 Compiles and distributes papers for meetings, attends as appropriate and produces accurate and 

comprehensive notes of all matters discussed.  Follows up on actions where appropriate. 

 Supports the work of HWSC and the wider work of The Open University in Scotland in relation to the 

activities and objectives set out in both the Faculty and The Open University in Scotland Business Plans. 

 Works flexibly to assist with other work as required.  Acts as contact in the absence of HWSC staff in 

periods of annual leave/sick leave and provides cover for the range of duties and responsibilities of the 

post. 

 Attends necessary training in order to remain fully skilled. 

 Undertakes any other duties as required to support HWSC operations in the Edinburgh office which 

reasonably fit within the range of duties and responsibilities of the post, for example, supporting annual 

graduation ceremonies in the Nation.  Any permanent changes will usually be made specific and included 

in the job description. 

 
3. Person specification  

 

 

Requirements   (E = Essential/ D = Desirable) 

 

Education, qualifications and training 

Essential:   Good level of general education. GCSE / or the equivalent combination of 

qualifications/experience. 

Desirable: 
 NVQ (Customer Services) Level 2/3 (or willingness to work towards). 

 European Computer Driving License (ECDL). 
 

 

Knowledge, work and other relevant experience 

Essential:   Experience of working in an office based environment and a willingness to keep up to date 

with specialist knowledge and skills. 

 Excellent IT skills along with a good working knowledge of Microsoft Office, particularly 

Word, Excel Outlook, internet browsers and PowerPoint. 

 Experience of working with spreadsheets, database entry and manipulation. 

 Experience of working with and learning new IT systems. 

Desirable:   Experience of higher education either as a student or through employment. 

 Possessing a working knowledge of The OU and its objectives. 

 

 

Skills, capabilities and qualities 
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Essential:   Excellent interpersonal and communication skills, both oral and written. 

 Excellent administrative skills in supporting a small team. 

 Commitment to excellent customer service. 

 Ability to work to deadlines and prioritise tasks; using initiative and discretion to action items 

requiring immediate attention, referring matters on to others as appropriate. 

 Ability to work with detailed procedures. 

 Ability to use initiative and judgment in problem-solving. 

 A responsible, flexible and reliable approach to work coupled with a motivated and proactive 

attitude, helping, supporting and where appropriate guiding colleagues. 

 Experience of working effectively either alone or in a team, and comfortable with working 

under pressure and switching between tasks, often at short notice. 

 Ability to maintain electronic diaries of a team in order to co-ordinate meetings both internal 

and external. 

 Proven ability to be methodical and accurate in their work. 

 

 
4. Role specific requirements e.g. Shift working 

 

Evening and weekend working may be required on an occasional basis with due notice. 

 
5. About the unit 
 

Faculty of Wellbeing, Education and Language Studies 

The Faculty works across a range of disciplines including education, childhood and youth, health and social care, 

youth work, social work, languages and applied linguistics, nursing, and sport and fitness; organised as three 

schools. We work proactively, taking an innovative approach to teaching and learning; develop collaborative 

and effective partnerships with employers and other institutions; and engage in cutting edge, action oriented 

and internationally recognised research. 

The Faculty is based in Milton Keynes and in our national offices with our Student Support Team will be located 

in Nottingham. The majority of our 35,500 students are in the UK, but the Faculty also has students in the 

Republic of Ireland, Continental Western Europe and elsewhere in the world.  The Faculty’s curriculum 

comprises programmes at undergraduate, Masters and doctoral levels. 

Our three Schools are: 

 Education, Childhood, Youth and Sport 

 Health, Wellbeing and Social Care 

 Languages and Applied Linguistics 
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The Open University in Scotland  

With nearly 15,000 students, the OU is Scotland’s leading provider of part-time higher education.  Some 40% of 

Scotland’s students studying part-time at undergraduate level with a higher education institution study with the 

OU. 

The cornerstone of the OU’s mission to be open to all and our open entry system allows us to offer the 

opportunity for study to people from all backgrounds and sections of the community.  For example, more than 

one third of our undergraduate students had qualifications below standard university entrance level when they 

joined the OU.  We are also Scotland’s main provider for students with disabilities, teaching 10% of all disabled 

students in higher education. 

Our reach is nationwide, and OU students can be found in virtually every postcode district and community in 

Scotland.  Hundreds of Scotland’s blue chip employers such as Scottish Power, Standard Life and Royal Bank of 

Scotland sponsor their staff to study with us.  Through our courses and qualifications in areas such as health and 

social care, education, and business and management, the OU is playing a major role in the training and 

professional development of Scotland’s workforce across the public, private and voluntary sectors. 

Today e-learning is an integral part of the OU’s course delivery and our student support services; from online 

discussion groups and conferencing, to electronic assignment handling and dedicated course websites.  By 

being online, even those living in the most isolated areas of the country are able to participate in a truly 

interactive learning environment. 

The OU is an integral part of the Scottish higher education community and actively involved in the development 

of HE policy alongside all other higher education institutions in Scotland. Since 1 April 2000, the teaching of OU 

students living in Scotland has been funded by the Scottish Funding Council for Further and Higher Education. 

The 130 academic, administrative and secretarial and clerical staff at the OU’s office in Edinburgh offer an 

extensive range of support and specialist advice services to students in Scotland.  The core function of the office 

is to manage the University’s business in Scotland. This includes managing relationships with government and 

other external bodies, the research and development of learning and the recruitment and retention of students 

in Scotland, as well as the employment, support and staff development of the 500 Associate Lecturers who 

deliver the University’s teaching programmes.  The office also provides advice, guidance and learning support to 

prospective and existing students including a programme of outreach events; administers examinations; 

organises an annual graduation ceremonies and promotes the University and its courses within Scotland.  We 

have been voted as one of the top universities in Scotland for student satisfaction for nine years. 

More information can be obtained from the OU website at www.open.ac.uk/scotland. 

 

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 email Joyce Cavaye 
at joyce.cavaye@open.ac.uk or call +44(0)1312279104 

If you have any questions regarding the application process please contact the Staffing Team, email: WELS-

Recruitment@open.ac.uk or call +44(0) 1908 332247 

http://www.open.ac.uk/scotland
mailto:joyce.cavaye@open.ac.uk
mailto:WELS-Recruitment@open.ac.uk
mailto:WELS-Recruitment@open.ac.uk
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7. The application process and where to send completed applications 
 

Please ensure that your application 

reaches the University by:   

 

5:00pm on 3 July 2018 

Your application should include: Application Form and Covering Letter 

Post it to: 

 

The Open University 

Department/Unit:   Staffing Team, WELS 

Address:                Room 116 – 118 Horlock Building 

The Open University 

Walton Hall 

Milton Keynes 

Post Code:           MK7 6AA 

Or e-mail your application to: WELS-Recruitment@open.ac.uk  

8. Selection process and date of interview  
 

The interview panel will be chaired 

by: 

TBC 

The other members of the 

interview panel will be: 

 

 

TBC 

The interviews will take place on: TBC 

The selection process for this post 

will include: 
TBC 

 

 

We will let you know as soon as possible after the closing date whether you have been shortlisted 

for interview.  Further details on the selection process will also be sent to shortlisted candidates.   

 

 

mailto:WELS-Recruitment@open.ac.uk

