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JOB DESCRIPTION

Kendal College is committed to safeguarding and promoting the welfare of children, young adults and vulnerable adults and expects all staff to share in this commitment

Job Profile

Job Title:		MIS Officer

Responsible to:	Management Information Service (MIS) Co-ordinator

Liaison with:		Admin Team/Curriculum Staff

Contract:		Support Staff


Summary of Responsibilities
To provide administrative support to the MIS Co-ordinator, to support the data processes and administration relating to student admissions, enrolments and administrative support for Higher Education Courses.

Candidates must be innovative, enthusiastic and meet the appropriate person specification.

Responsibility for safeguarding and promoting the welfare of children, young people and vulnerable adults.

Principal Duties

· Support the full-time admissions process alongside the Admissions Officer
· Support the wider enrolment and application processes when needed.
· Manage all part-time enquiries and enrolments, providing accurate information and a high level of customer service
· Play a key role in the planning and delivery of induction and enrolment events
· Provide administrative support for Higher Education (HE) courses, including enrolment, record maintenance, and student data management
· Develop and maintain knowledge of relevant funding streams and methodologies to support HE and wider provision
· Work as part of the MIS team to deliver data management services, including enrolment processing, data input, and general administrative tasks
· Provide expert advice and guidance to applicants on courses, entry requirements, funding, and pathways.
· Ensure all data is accurate, audit-compliant, and issues are reported to relevant staff
· Support a range of administrative duties across MIS, including general office tasks such as filing, scanning, and document handling
· Use college systems effectively to maintain records and ensure high standards of data quality and customer care
· Participate in staff development activities and training
· Carry out any other duties appropriate to the role








GENERAL DUTIES

· Work flexibly to meet College requirements including on occasion working in other departments as directed by your line manager. This requirement is likely to be particularly relevant during holiday periods.

· Comply with all College policies and procedures.  Within these boundaries, staff are expected to use initiative to resolve problems and address issues.

· Ensure the quality standards and performance measures applying to your area of work are met and facilitate continuous improvements in all aspects of the post.

· Maintain a safe environment by working within Health & Safety guidelines and being aware of your responsibilities for health and safety.

· Value diversity and promote equal opportunities.

· Comply with an agreed dress code appropriate to the job role and the tasks to be completed.

· Participate in Performance Management and Professional Development activities as required. Undertake further training as needed to ensure up to date knowledge and implementation of best practice.

· All Kendal College employees are expected to act as ambassadors for the College and promote the organisation and its services positively.
  


This job description is current at date shown and may be amended from time to time after consultation



Date: 	

Signed – Job Holder: 		………………………………………………………………

Signed – Line Manager:	………………………………………………………………


PERSONAL SPECIFICATION

POST: 	MIS OFFICER

As a College employee you will be expected to embrace College values and implement College policies and procedures by: -

· Seeing learners as our priority
· Embracing equal opportunities and respecting diversity
· Working co-operatively with colleagues
· Respecting and valuing the work of all our stakeholders
· Striving for continuous improvement
· Adhering to College policies and procedures
· Promoting the welfare of children, young people, and vulnerable adults

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE

	Qualifications
	· A nationally recognised IT qualification

· Experience in spreadsheets, word processing and database systems.

	· Good standard of general education 

	Experience
	· Inputting, accessing and interpreting information from databases accurately. 

· Experience in spreadsheets, word processing and database systems.

· Administrative experience within a varied and diverse range of settings

	· Experience of customer service and working with the public

· Use of ProSolution

· Experience in an educational setting

	Knowledge and Skills
	· Attention to detail.

· Working Knowledge of Microsoft Office and Office 365

· Ability to communicate effectively both internally and externally.

· Ability to work without supervision and refer issues appropriately to line manager.

· Ability to work under pressure and to meet deadlines.

· Good standard of numeracy and literacy

	· Student records data processes.

· Awareness of the requirements of the Data Protection Act and GDPR.





Essential requirements are those without application will not normally be considered for appointment application will not normally be considered.
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