
 

 
 
MIS administrator  
 

What we value at 
Westminster  Adult 
Education Service 
 
 

We are passionate about transforming lives through education and 
enabling our learners to realise their full potential 
 
We are ambitious for our learners, staff and community, setting 
aspirational targets and high standards.  We aim for excellence in all 
our teaching and learning  
 
We value our stakeholders particularly our local community and 
strive to be agile in meeting their needs 
 

Our culture We are an open and welcoming service.  We create an inclusive 
learning and working environment for each person, treating  
everyone fairly and with respect.  
 

Portfolio/responsibilities 
of this role 

1. To be responsible for processing all room bookings received 
by both academic and support staff within the service levels 
set. Ensuring that courses/meetings are assigned the 
appropriate size and type of classroom wherever possible 
and that the Service’s resources are utilised effectively and 
efficiently. 

 
2. To be responsible for updating the timetabling software with 

course details including implementing any changes to the 
system within a timely manner. 

 
3. To be the communication link between MIS and all academic 

and support staff. 
 

4. To be responsible for processing all course amendments 
received from academic staff within the service levels set to 
ensure the MIS system is kept up to date. 

 
5. To assist in the maintenance of both electronic and manual 

filing systems to ensure effective access and retrieval of 
records. 

 
6. To be responsible for processing the register system to 

ensure it is up to day and correctly reflects the level of 
attendance  

 
7. To maintain learner records accordingly on the learner record 

system to reflect learner status and outcomes. 
 

8. To be responsible for clearing of system such as unconfirmed 
learners, ULN errors and pending Netbanx transactions 

 



 

9. To have an understanding and keep to date with funding 
methodology and audit requirements and ensure service 
compliance  

 
10. To be responsible for processing all examination results, 

certificates, and managing all related queries from individual 
and relevant organisations related to such. 

 
11. To assist the MIS & Exams in the general administration as 

required and appropriate to the post. 
 

12. To provide regular and ad-hoc report on all areas of work 
including Registers, Room utilisation and Achievement data. 

 

 
 
 
 

Budget Responsibilities  

Staffing £ 

Procurement £ 

Other £ 

What do we expect this 
role to achieve? 

The success of this role will ensure that: 

Ensure all courses are timetabled and all rooms clashes resolved in a 
timely manner 

Ensure all new courses are set up within the service level agreement 

Ensure Course Amendments and class closers  are processed with the 
service level agreement 

First line support for the general MIS queries 

Manage the room bookings mailbox 
 
Perform general daily MIS tasks  
 

Work style 
 

Methodical, data accuracy, speed, high levels of customer service, 
follows business processes and models compliance and can work 
under pressure with good humour.  

If you love working with data this opportunity is perfect for 
someone who has a keen eye for detail and is eager to develop 
and work towards a more senior role within Management 
Information. 

Your manager & team 
 
 

Name of Line Manager:  Mustafa Caliskan  

Number of employees reporting into this role: 0 



 

Experience Experience in using management information systems and 
management reports 
 
Ability to sustain a high work rate in a demanding and rapidly 
changing environment 
 
Previous experience with database systems, or the handling of large 
quantities of data. 
 
Processing database changes and amendments 
 
Ability to demonstrate attention to detail and accuracy. 
 

Skills The successful candidate will have demonstrable skills and abilities in 
relation to: 
 
Good standard of oral and written communication skills and the ability 
to write clear and concise letters memos and minutes 
 
An ability to develop positive working relationships with individuals at 
all levels (internal and external) and to promote the curriculum area 
and the Service 
 
Good secretarial / administrative skills, with accuracy and an attention 
to detail vital. 
 
Well-developed communication, external liaison and networking skills, 
with the ability to communicate and work effectively with staff across 
the Service 
 
Good word processing and computer skills including in depth 
knowledge of spreadsheet and database packages 
 
Proven ability to take the initiative in organise one’s own workload 
including establishing priorities, meeting deadlines, working under 
pressure and responding to conflicting demands 
 
Ability to sustain a high work rate in a    demanding and rapidly 
changing environment 
 
Ability to work flexibly and be able to adapt to new methods and 
ways of working 
 
  

 

Qualifications: 
 

 Level 2 qualifications in IT 

 Level 2 qualifications in English and maths 
 

Corporate standards  Resources / Financial management 
 

Committed to seek good value for money in all tasks. To promote 
prudent use of all resources to maximise the resource available 



 

 
Values and behaviours 

Demonstrate professional manner in presentation of all type on 
daily basis 
Keep the learner at the centre of all decision 
Promote and share good news when the opportunities arising 
Use feedback to learn and improve service  

Compliance 
Model compliance to all business process 
Participate in review and improvement of business process based on 
learning where compliance levels are not met 
Strong gatekeeping of business process, positively promoting the 
benefits of compliance, review and learning to inform improve 
business processes. 
 
Equality and diversity 
To be mindful of subconscious bias and check our own behaviour to 
ensure we are demonstrating fairness and respect to others in our 
day to day work 
Ensure that EDIMs and reporting on these matters are considered in 
all standard reporting 
Ensure that privacy and individual details are keep safe and protected 

 

PACE 
 
 
 
 
 
 
 
 
 

Our values and behaviours: Set the PACE   
The Values and Behaviours are essential criteria for each post. The 
bullet points alongside each value give examples of good practice or 
behaviours associated with that value. You will need to show that you 
meet each of the values to join us. 
 
Productive  

 We show initiative, drive and determination to get the job done; 
and constantly to improve what we do.  

 We determine the right course of action through listening to the 
needs of our customers  

 We are accountable for our actions and the decisions we make  

 We help others to be productive, independent and make 
informed decisions 

 
Ambitious  

 We are ambitious in creating new solutions which bring about     
substantial benefit  

 We challenge ourselves to be the best we can be  

 We take pride in providing public services to our communities  

 We work as a team to support one another to be the best we can 
be for our customers  
 

Collaborative  

 We provide local leadership and work with partners jointly to 
develop and deliver services  

 We listen to one another and respect one another’s point of view  

 We challenge one another respectfully and constructively, 
working together to resolve issues  

 We treat everyone with courtesy, fairness and transparency  
 



 

Enterprising  

 We seek the best deal when looking for ways to improve value 
for money and reduce cost.  

 We look for new ways to generate growth, income and maximise 
commercial potential  

 We take managed and considered risks to enable us to achieve 
the best outcomes.  

 

 


