

	Job Title Programme Administrator (Attendance & Engagement) Full Time

	RBC Reference: (2026) RBC598

	Reports to:  Programme Administration Manager
	Department  Academic Affairs


	Pay Band:   4
	Date:  March 2026


	Role responsibilities (include information on people management/teams, budgets and other resources with direct responsibility)

	Reporting to the Programme Administration Manager within Academic Affairs, the postholder is responsible for the accurate administration of attendance data for both home and international students, ensuring compliance with college regulations and UK Visa & Immigration (UKVI) requirements.
Working closely with academic staff and professional service teams, the role proactively identifies students at risk of disengagement, supports timely interventions, and contributes to initiatives that enhance progression and the overall student experience. The postholder will provide high-quality administrative support across programme delivery, student casework, regulatory processes, and student engagement activities, ensuring accuracy, professionalism, and excellent service standards at all times.
The Programme Administrator contributes to the effective delivery of academic programmes by providing high quality administrative support, with a particular focus on student attendance, engagement, and recordkeeping. The role supports positive student outcomes by ensuring accurate monitoring, timely follow-up, and clear communication between students, academic staff, and professional services.
The postholder will provide general programme support, including maintaining student records, assisting with assessment processes and boards, responding to routine enquiries, and supporting student lifecycle processes in line with college procedures. The role will also contribute to initiatives and activities that enhance the student experience.
The role does not include line management or budgetary responsibility.


	Key working relationships/contacts specific to the role holder 



	· Programme Administration Manager
· Programme Directors and academic teaching staff
· Students

· Student Life, Admissions and Academic Affairs
· Timetabling and Quality teams
· Student Union
· External partners where appropriate




	Main responsibilities, duties and accountability of the role 


	1


	Attendance & Engagement Monitoring
Administer the College’s attendance and engagement processes, ensuring accurate data management and timely follow-up in line with college regulations and UKVI requirements.
This includes:
· Maintaining and monitoring attendance data and ensuring registers are issued, returned and recorded
· Identifying patterns of non-attendance or disengagement and escalating concerns in line with agreed procedures
· Contacting students regarding attendance expectations and arranging follow-up meetings where required
· Producing routine attendance and engagement reports for programme teams and College committees
· Acting as a system super-user for the Attendance Monitoring system, providing guidance and user support to staff

	2

	Student Voice & Engagement Support

Contribute to initiatives that enhance student engagement and experience through effective administrative support.
This includes:
· Supporting Staff–Student Forums and Student Voice
· Assisting with the administration and promotion of student surveys e.g. National Student Survey (NSS), Postgraduate Taught Experience Survey (PTES), WhatUni
· Supporting induction activities and engagement initiatives in collaboration with various departments.

	3

	Programme & Academic Administration 
Provide administrative support to the Programme Administration team.
This includes:
· Maintaining accurate student records across relevant systems (attendance, assessment, enrolment and progression data)
· Coordinating mark collection, verification and data entry
· Supporting assessment boards, including preparation of documentation and minute-taking
· Responding to routine queries and providing information in line with college procedures
· Preparing academic transcripts and maintaining programme documentation

	4

	Student Casework & Regulatory Processes
Provide administrative support for student lifecycle processes in accordance with college policies and regulatory requirements.
This includes:
· Supporting the administration of student complaints, mitigating circumstances, withdrawal and interruption processes
· Ensuring accurate record-keeping and communication of outcomes to students and staff
· Assisting with preparation of documentation for panels, assessment boards and committees
· Supporting data and reporting requirements for UKVI and internal governance groups

	5

	Compliance, Collaboration & Service Delivery
Work collaboratively across Academic Affairs and Student Life to deliver a responsive, professional administrative service.
The postholder will:
· Ensure all activities comply with college policies, data protection and confidentiality requirements
· Complete mandatory training as required
· Provide cover across the team during peak periods or staff absence, including timetabling support
· Undertake other duties appropriate to the grade and nature of the role.

	Special requirements for this role:   
· The role requires accuracy, proactivity, discretion, and the ability to manage sensitive student information appropriately.
· The postholder will be expected to work flexibly during peak periods of the academic cycle.

The postholder will be aware of and ensure compliance with all College policies and procedures.



	N.B. The postholder may be required to undertake any other duties which may reasonably be required as within the nature of the duties and responsibilities of the post.



PERSON SPECIFICATION FOR ROLE OF Programme Administrator (Attendance & Engagement)
Key to validate section: (1) AF Application form (2) AS Assessment (3) I Interview

	Competency for the role 


	Requirements for the role 
	Essential
	Desirable


	Validate AF/AS/I

	Qualification 


	· Educated to GCSE level (or equivalent, including English and Maths
· A levels (or equivalent)
	X

	X
	AF

	Knowledge & Experience


	· Experience of working in an administrative or customer-focused role.
· Experience of working accurately with data and maintaining records
· Experience of working to established procedures and service standards.
· Experience in a higher education or educational setting.
· Experience of attendance monitoring or student administrative systems
· Awareness of issues affecting student engagement and progression
	X
X
X

	X
X
X
	AF/I

AF/I

AF/I

AF/I
AF/I
I


	Communication & IT Skills

	· Clear written and verbal communication skills, with the ability to communicate professionally with students and staff.
· Competent IT skills, including use of standard office software and databases
· Ability to produce accurate routine reports and correspondence
· Experience of using student records systems, management information system (MIS) or virtual learning environment (VLE)
	X

X
X
X

	
	I

I
AF/AS
AF

	Teamwork, Planning & Service Delivery
	· Ability to work effectively as part of a team
· Good organisational skills and ability to manage competing priorities

· Commitment to delivering a high standard of customer service
· Ability to maintain accuracy and attention to detail when working with data and documentation
	X

X

X

X
	
	I
AF/AS/I
I

AF/I

	Problem solving 
	· Ability to identify issues, inconsistencies or gaps in data and take appropriate action.
· Demonstrates a proactive approach by monitoring own areas of responsibility, progressing tasks without close supervision, and following up outstanding actions to ensure completion
· Ability to recognise when matters require escalation and refer more complex issues to senior colleagues appropriately
	X
X
X
	
	I
I
I


	Compliance & Professional Standards

	· Understanding of the importance of confidentiality and data protection when handling sensitive student information 
· Commitment to working in line with college policies and procedures
	X
X
	
	I
AF/I

	Special requirements for this role:   
The role requires a high level of accuracy and attention to detail when working with student data and official records.
The postholder will be required to handle sensitive and confidential information appropriately and in accordance with data protection requirements.
The role is predominately office-based and involves regular use of display screen equipment and administrative systems.
Flexibility is required during peak periods of the academic cycle (e.g. enrolment and assessment boards)
The postholder will be expected to work in line with college policies and complete mandatory training as required.


	Please read before signing.  
When you sign this job description and person specification document you confirm that this is an accurate reflection of the tasks, duties and responsibilities the role holder will be required to deliver.


	You are advised to retain a copy of the completed job description and person specification for reference. 


	Signed by Line Manager:







	Date: 


	Signed by Role Holder (if applicable)


	Date: 


