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Placement Administrator 
 

 
JOB DESCRIPTION 

 

 
Title:    Placement Administrator 
School:   School of Health Sciences 
Location:   University of Suffolk, Ipswich 
Salary:   Within range of £17,751 to £20,295 per annum pro rata 
Grade:    3 
Contract status:  Permanent 
Hours of work: 0.6 FTE 
Pension: USS 
Annual Leave entitlement: 25 days plus Bank Holidays and University closure days pro rata  
Staff Development: Corporate, Departmental and Personal Development Programme 

opportunities 
Reporting to:   Placement Administration Manager 
 
 
Purpose of the job:   
 
To be responsible, under the leadership of the Placement Administration Manager, for the 
provision of administrative support in the Placement Administration team. 
 
Allocations Department 
 
The Placement Administration team is part of the School of Health Sciences and it’s purpose 
is to: 
 

 Plan, record and monitor student placements for the health courses and undertake all 
administration relating to this. 

 Track student attendance in placement for health students. 

 Register health students with the Nursing & Midwifery Council and other regulatory 
bodies on completion of their courses. 

 
Main Duties & Responsibilities: 
 

1. To assist the Placement Administration team in the placement of students within their 
placement areas, which will include: 
 

 Assisting with the planning of student placements; 
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 Inputting of information into the Allocations’ database and maintenance of this 
information; 

 Checking student timesheets and updating student hours on the Allocations’ 
database;  

 Preparing reports on student hours for submission to the Assessment Board; 

 Assisting with the administration of  placement audits and preparing reports when 
necessary; 

 Assisting with the administration of the Private, Voluntary and Independent sector 
payments for placements and preparing reports when necessary; 

 Assisting with the administration of Clinical Placement Agreements; 

 Answering telephone calls, providing advice and guidance to students related to the 
allocation of practice, including regulations relating to absence reporting and related 
polices, and pastoral matters, referring them to sources of specialist advice when 
appropriate. 

 Answering e-mail enquiries and corresponding with students via e-mail, providing 
advice and guidance to students related to the allocation of practice, including 
regulations relating to absence reporting and related polices, and pastoral matters, 
referring them to sources of specialist advice when appropriate. 

 Sending out placement information to our partner Trusts and dealing with subsequent 
enquiries; 

 Posting and updating information on LearnSuffolk. 
 

This Job Description sets out the major duties associated with the stated purpose of the post.  It 
should not be assumed that other duties undertaken within the Placement Administration team 
are excluded simply because they are not itemised. 

 
The duties of this post could vary from time to time as a result of new legislation, changes in 
technology or policy changes, in which case appropriate training may be given to enable the post 
holder to undertake the new duties. The post holder is not empowered to vary the established 
procedures but has the ability to make recommendations. 

Decisions to be made by the post holder: 
  

(1) The majority of decisions expected of this post are taken within well established 
procedures, practices and routines.  The post holder is expected to deal with variations 
from the accepted pattern, missing documentation or other unusual aspects and, if 
appropriate, bring them to the attention of the senior members of the team. 

 
(2) To answer enquiries and refer to colleagues and managers as appropriate. 
 
(3) To manage own workload and identify any potential issues and raise with senior members 

of the team as appropriate. 
 
(4) To ensure confidentiality of student data is maintained. 
 
(5) The maintenance of the student database records referring queries as appropriate. 
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SELECTION CRITERIA 
 
Candidates will be assessed against the following essential/desirable attributes: 
 

 Essential Desirable 

Education and 
Qualifications 

 

 Educated to ‘A’ Level or 
equivalent qualification 

 

 GCSE grade C or above in 
Maths and English, or 
equivalent qualification 

 

 A higher education qualification 

 A nationally recognised 
qualification in MS Office 
applications (e.g. word 
processing, use of spreadsheets) 

Knowledge and 
Experience 

 

 Extensive experience of 
using and understanding of 
computer systems and 
equipment (including 
Microsoft Word and Excel). 

 

 Proficient in the use of 
spreadsheets and word 
processing applications. 

 

 Extensive administrative 
experience in an 
office/education 
environment. 

 

 Knowledge of higher education 

 Experience of developing & 
implementing new ideas or 
processes 

 Experience of problem solving 

 

Skills  Competence with Microsoft 
Office (Word, Excel, Outlook, 

Access) and excellent 
keyboard skills. 

 The ability to work accurately 
and to prescribed deadlines. 

 Excellent organisational and 
interpersonal skills. 

 Effective communication skills, 
both oral and written, in order 
to deal tactfully and sensitively 
with people at all levels. 

 The ability to establish and 
maintain good working 
relationships. 

 The ability to work on own 
initiative, seeking advice as 
appropriate. 
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 Flexibility: the ability to work as 
part of a team, and the ability to 
establish personal priorities 
and objectives. In addition, to 
be able to respond flexible to 
changing requirements. 

 Excellent customer care skills 
to deal with enquiries in person 
and on the telephone. 

 

Attitude  An understanding of and 
commitment to the UoS 
Equality and Diversity policy, 
and the promotion of this in the 
day to day work of the post. 

 An understanding of and 
respect for the confidentiality 
required of the post. 

 A willingness to undertake 
appropriate qualifications or 
skills training. 
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APPOINTMENT TERMS 
This is a part-time, 0.6 FTE, permanent appointment on Grade 3 of the scale 8 – 13.  The 
current salary range for the post is £17,751 to £20,295 per annum. 
  
FLEXIBLE WORKING 
We consider flexible working requests for all our vacancies, e.g. adjustments to the working 
location, hours, time or working on a job share basis.   
 
We are a Top 30 Employer for Working Families 2016 and 2017, but we recognise that flexible 
working is not just for parents and carers.  Our inclusive Flexible Working policy is open to all 
our staff and is designed to support our people achieve a positive work-life balance, regardless 
of personal circumstances. 
 
EQUALITY, DIVERSITY AND INCLUSIVITY 
The University of Suffolk is a diverse and vibrant community and is committed to providing 
equality of opportunity to all staff and students.  Our approach is inclusive; valuing the contribution 
of every member of the institution and the communities we serve. 
 
As users of the Disability Confident scheme, we guarantee to interview all applicants who declare 
a disability and who meet the minimum essential criteria for the vacancy. 
 
NO SMOKING POLICY 
A no smoking policy including the use of electronic cigarettes operates at all University of Suffolk 
premises. 
 
INFORMAL ENQUIRIES 
Informal discussions about this role may be arranged with Rachel Heathershaw, Associate 
Professor by telephoning Claire Fahy (Professional Assistant to Head of Subject) on 01473 
338477 or e-mail c.fahy@uos.ac.uk 
 
APPLICATIONS 
Candidates should feel free to submit additional information in the form of a CV, but should note 
that we will not shortlist anyone who returns an application form that is incomplete. 
 
Closing date:  Noon on 19 July 2019 
 
Interview date:  29 July 2019 
 
To apply for this post: 
 

 Fill in the cover sheet and monitoring form on our website at 
www.uos.ac.uk/jobs 

 Attach a curriculum vitae and a letter of application setting out clearly how 
you meet the essential and desirable criteria for this post 

 Return them as Word (.doc) attachments by e-mail to: jobs@uos.ac.uk, 
including the post title in the e-mail subject area 

 

     Or by post to:     The Human Resource Team 
     University of Suffolk 
     Waterfront Building 
     Neptune Quay 
     Ipswich  IP4 1QJ 
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If you are unable to apply via the website please ask for an application pack from the address 
above, or by phone on 01473 338351. 
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