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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 14797 

Job title: AL Services Assistant 

  Reports to: AL Services Manager 

Salary: £19,305 - £21,585 

Terms and conditions: Support Staff 

Grade 4 

Duration of post: Until 28th February 2019 

Working hours: 26 

Location: Belfast 

Closing date: 3rd July 2018, 12 noon 

Type of application form accepted: Long Application 

Number of referees required: 2 

Unit recruitment contact: Ireland-Recruitment@open.ac.uk 

 

Please place any accreditations you have here otherwise remove this text 
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2. Summary of duties 
 

The post holder will be working as part of the integrated UK-wide team supporting all processes and procedures associated 

with a range of AL Services activities. 

• Supporting the recruitment and appointment of Associate Lecturers 

• Supporting the Tutor Student Allocation process 

• Supporting tutorial timetabling and study events. 

• Processing of Associate Lecturer payments and expense claims. 

• Processing of a range of other Associate Lecturer contracts. 

• Providing support services to CAU staff in and across locations. 

The AL Services teams in the Regions and Nations are managed centrally by AL Services in Milton Keynes and this role 

involves a degree of virtual team-working, with colleagues based in other geographical locations.  

The post holder will provide administrative support to Staff Tutors, who fulfil an academic function within the 

Region/Nation and work closely with the appropriate Central Academic Units in Milton Keynes.  Staff Tutors may therefore 

be based in another location for part of the week and supporting them requires excellent skills of prioritisation and 

communication, often working with competing demands, to ensure work is completed on time.  

The role offers the opportunity to manage one’s own workload, work effectively independently and as a member of a team 

and develop excellent secretarial and clerical skills. Due to the important contractual nature of the work in AL Services, a 

high degree of accuracy and attention to detail is required of its team members.  

Key duties of the post 

1. Act as a link contact, receive telephone calls, incoming mail and emails, from a wide range of internal (Regional 

Centre staff, and ALs) and external (students and other academic or business institutions) contacts; as well as through 

VOICE (OU Customer Record Management System).  

2. Answer or refer queries to the appropriate staff in Student Services, AL Services or the Faculty, with the 

appropriate background information.  A good knowledge of Faculties’ operations and activities as well as familiarity with 

student and tutor regional support systems is required.  Use University systems to record outcomes as necessary. 

3. Prepare for and attend planning meetings with the AL Services Manager and Staff Tutors for each of the main 

module presentations.  

4. Co-ordinate all aspects of the tutor:student allocation process to tight deadlines and following standardised 

procedures.  

5. Working from plans from Staff Tutors, organise the tutorial bookings for each tutor, liaising with them in respect 

of tutorial venues, timings and equipment requests to produce online course timetables using the University dedicated IT 

system.  

6. Process Associate Lecturer expense claims and deal with associated queries. 

7. Contribute to the work of AL Services as required by the AL Services Manager. 

8. Support the procedures for the recruitment and selection of ALs by providing Staff Tutors with lists of potential 

ALs; obtaining and processing applications from prospective and existing Associate Lecturers; collate information from 

Student Services/ Faculty sources to enable Staff Tutors to plan recruitment needs; co-ordinate interview dates and book 

accommodation; prepare standard interview and procedure packs; maintain records of short listing decisions through 
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dedicated IT systems; ensure references are available on time; check that all post-interview documentation is completed 

by lead Staff Tutor. 

9. Receive recommendations for Associate Lecturer appointments from Staff Tutors.  Process, produce and issue 

Notices of Appointment and issue documentation to Associate Lecturers using dedicated IT Systems.   

10. Initiate, implement and maintain appropriate filing systems for correspondence, committee papers, monitoring 

records and other personal documents, either by paper or electronic means.  

11. As required, organise meetings/ telephone/ video conferences and make all necessary travel arrangements. 

12. Produce correspondence, reports, minutes as required by the Faculty.   

General 

13. Undertake Career Development and Staff Appraisal (CDSA).  To actively engage in staff development and attend 

training courses where appropriate both within the Regional/National Centre and externally.  

14. Maintain an up to date knowledge of policies and procedures relating to Associate Lecturer Services activities. 

15. Undertake any other duties as may be required from time to time by the AL Services Manager. 

16.  Deputise for other members of Associate Lecturer Services in their absence. 

 
3. Person specification 

 

 

Requirements   (E = Essential/ D = Desirable) 

Education, qualifications and training 

Essential 

GCSE/Credit Standard Grade or equivalent English and Mathematics (Grade C minimum). 

NVQ Level 2/SVQ 2 Customer Service or equivalent experience. 

 

Knowledge, work and other relevant experience 

Essential:  Experience of working as part of a team. 

Experience of working in an office environment. 

Excellent interpersonal and communication skills, both written and oral. 

Good IT skills including MS Word, Excel, Outlook 

Desirable:  ECDL. 

Data entry and manipulation 

Relevant work experience 
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Personal abilities and qualities 

Essential:  Willingness to learn new IT skills. 

Ability to work successfully as part of a team and on own initiative. 

Willingness to support faculty staff across faculties and locations as appropriate 

Ability to prioritise and work calmly under pressure. 

Accuracy and attention to detail. 

A positive approach. 

Willingness to undertake occasional out of hours working, with overtime pay or time off in lieu as 

appropriate 

Desirable:        

 
4. Role specific requirements e.g. Shift working 

 

 Working 26 hours pw across 4/5 days.  A willingness to work occasional evenings and weekends is desirable. 

 
5. About the unit/department 
 

THE OPEN UNIVERSITY IN IRELAND 

The Open University in Ireland is responsible for the delivery of core services to enquirers and students throughout Ireland. 

It serves approximately 6000 students and 200 Associate Lecturers, and offers tutorial and examination facilities at 

locations across Ireland. 

The Belfast Office is the base for 63 members of staff including the Director, Ireland, two Assistant Directors and a range of 

academic, academic related and support staff. There is also an Enquiry and Advice Centre in Dublin which is the permanent 

base for a small number of staff and also provides a facility for other University staff as required. 

The Director, Ireland is the Vice Chancellor’s delegate in both Northern Ireland and the Republic of Ireland. He is 

responsible for the strategic leadership and development of the University in both jurisdictions, ensuring that the Open 

University in Ireland operates within the framework of University policies and procedures. 

The Open University is committed to sustaining and growing its presence in Ireland working effectively with governments 

and elected representatives in both jurisdictions to promote the development of innovative higher education, with a focus 

on supported, part time distance learning and open media options.  

The Open University in Northern Ireland is funded by the Department of the Economy and works closely with departmental 

staff to contribute to the Higher Education and Widening Access Strategies. Through delivery of an outstanding enquirer 

and student experience, public, governmental and academic engagement, strong partnerships and excellent staff and 

resources, we empower people in Northern Ireland to achieve their potential and in so doing contribute to society and the 

economy. There is no government funding in the Republic of Ireland but the University provides excellent higher education 

opportunities which enable ordinary people to achieve extraordinary things. 
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Our student recruitment and support staff, working in partnership with colleagues in other areas of the University, aim to 

provide a high quality, seamless experience for enquirers and students from the start of their Open University experience 

to the point where they achieve their study goal, whatever that may be.  

Staff are involved in planning and organising large scale operations, using new technology to produce materials and 

information and, effective management of resources to provide and deliver all services on schedule. All staff are concerned 

with the maintenance and improvement of our high standards of support to individual enquirers and students and have a 

strong customer service ethos. 

The Open University in Belfast is located at 110 Victoria Street, Belfast, just a short walk from Central Station and close to 

all City Centre Amenities. The Dublin Office is located in Holles Street, Dublin and is also within easy reach of public 

transport.  

Further information on The Open University in Ireland may be found on our website: www.open.ac.uk/ireland 

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 contact Tracy Condell 

on 02890 536269 or email: tracy.condell@open.ac.uk.  

If you have any questions regarding the application process please contact Jonathan Malone on 02890 536290 or 

email: Ireland-Recruitment@open.ac.uk. 

7. The application process and where to send completed applications 
 

Please ensure that your application 

reaches the University by:   

Noon on 3rd July 2018 

Post it to: 

 

Jonathan Malone 

  Name/Job title:      Recruitment Co-ordinator 

Department/Unit:   Support Services Ireland 

Address:                The Open University, 110 Victoria Street, Belfast 

Post Code:           BT1 3GN 

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

8. Selection process and date of interview  
 

The interview panel will be chaired 

by: 

Tracy Condell 

The other members of the 

interview panel will be: 

 

 

TBC 
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The interviews will take place on: w/c 23rd July 2018 

The selection process for this post 

will include 

In-tray exercise 

 

 

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.   

Applications received after the closing date will not be accepted. 

 


