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	DESIGNATION: GRADUATE TRAINEE – MANAGEMENT INFORMATION SYSTEMS



	DEPARTMENT:

COLLEGE INFORMATION SYSTEMS


	CONDITIONS OF SERVICE : 

BUSINESS SUPPORT (FIXED TERM)


	HOURS : 36 HPW
	GRADE : SCALE 3/4
	EFFECTIVE DATE : 1ST OCTOBER 2010



	REPORTS TO: COLLEGE SECRETARY



	SUPERVISES (indicate if posts are dispersed)

NIL




JOB PURPOSE:

· To support members of the CIS department and College management by undertaking defined activities across the range of the department’s work, including data verification and analysis, report generation and user support

· To contribute to the department’s improvement plan by developing and implementing new and improved methods for the analysis and reporting of College data

· To undertake the training required to achieve the above and to contribute to the jobholder’s own CPD

Key accountabilities

1. To develop familiarity with the College’s student enrolment software, and monitor the accuracy of course registers

2. To continuously update and correct student/enrolment/attendance information received to ensure the accuracy of the Course Master File 

3. To support the work of the CIS department in respect of external and internal audit requirements as required

4. To attend relevant training events and meetings as required

5. To carry out research and analysis functions including collection and analysis of data

6. To carry out a full range of administration functions 

7. To use IT software tools to interrogate all CIS systems and provide accurate reports in a format agreed with the customer

8. To liaise with College staff employees who also input data into the enrolment database

9. To prepare and run reports using relevant reporting software as  required

10. To carry out duties pertinent to the scope of the post as directed by the College Secretary
The above are the key accountabilities as currently defined; they are not listed in priority order and should not be taken to be so.  These accountabilities may be subject to periodic review, and the postholder will be expected to take on such variations as are consistent with the level of responsibility and purpose of the post.
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DATE





DATE

PERSON SPECIFICATION
JOB TITLE:
Graduate Trainee - MIS


GRADE:
Scale 3/4
SECTION:
College Information Systems

 

JOB-TIME:
Full-time (FIXED TERM)
HOURS:
36 Hours per week

C R I T E R I A

Skills/Abilities/Knowledge

1. Ability to work flexibly and adapt quickly and efficiently to a variety of working situations and needs

2. Excellent IT skills, particularly with regard to Reporting Services, SQL databases and MS Office packages.

3. The ability to deliver under pressure and to tight deadlines without supervision, demonstrating a high level of accuracy and attention to detail.

4. The ability to communicate effectively, orally and in writing, with staff, students and external organisations as required.

5. The ability to work both on own initiative and as a member of a team.

6. The ability to provide accurate and up-to-date documentation.

7. Pragmatism and willingness to help

8. Ability to maintain confidentiality at all times.

9. Excellent influencing and interpersonal skills

10. Personal and professional commitment to Equality and Diversity and Customer Care objectives

Qualifications and experience

1. Qualified to degree level in a relevant subject preferred

2. Experience of analysing complex data and producing high level reports.

3. Experience of having worked with relational databases.

4. A thorough understanding of Management Information systems, and a willingness to learn about their implementation and use in Further Education.

5. Willingness to acquire knowledge of FE funding rules, mechanisms and funding authority requirements and methodologies, and also the associated software tools
6. Experience in using SQL or similar programming languages

Technical Skill Set

1. Thorough understanding of relational databases and RDBMS 

2. Advanced knowledge of SQL

3. Experience of the following: MS SQL Server 2000, 2005, MySQL and MS Access preferred

4. Knowledge of BIDS would be advantageous

5. Basic understanding of web technologies including HTML, CSS, PHP, MySQL

6. Advanced knowledge of MS Excel including use of Pivot Tables, Lookups, Macros

7. Ability to perform complex analysis of data using any of the above to produce reports

8. Knowledge of other MS Office software including MS Word Powerpoint and Access

9. Experience working with Windows XP
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