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Role Profile – Part 1
	Job Title:
	Inter-Professional Learning Administrator (Graduate Intern)


	Reference Number:
	UNI/JC/456

	Salary:


	£18,000 per annum

	Length of Contract:


	Fixed Term Contract (until March 2022)

	Working Hours:


	37 hours per week

	Company: 

	University of Sunderland (City Campus)



	Location:


	University of Sunderland City Campus 

	Main Purpose of Role:
Part 2A

Qualifications and Professional Memberships:

Key Knowledge and Expertise:
Experience:


	· Be the primary point of contact for all IPL enquiries, including producing and sending out timetabling information to students and third parties, arranging room bookings, liaising with hospital base sites and other universities, and organising travel requirements.

· Assist in the administration and management of inter-professional learning across the Faculty of Health Sciences and Wellbeing by arranging all necessary requirements in collaboration with the academic lead for the scheme and programme/module teams

· Circulate dates of sessions and collate responses prior to allocation (with guidance from the IPL lead), provide confirmations to academics and students regarding sessions and maintain a database of sessions

· Liaise with relevant University departments to facilitate the continued support of students and academic staff. This will include assisting with Health and Safety and risk assessment paperwork for all IPL events

· Update and make available the IPL handbooks, as required

· Keep an overview of IPL requirements across the Faculty, ensure best ways of working and suggest amendments or new ways of working

· Act as Officer to the IPL reference group to produce minutes suitable for PSRB accreditation

· Work closely with the IPL academic lead and relevant Programme Leaders and module leaders to facilitate IPL involvement in all areas of the taught programmes. Liaise with team leaders to ensure effective timetabling with a view that looks across the Faculty and not just on specific programmes/teams

· Work with IPL participants to gather feedback about their involvement and use this as feedforward for future activities. Ensure collection and uploading of multi-source feedback for student portfolios.

· Any other duties as required to ensure the IPL provision continues to grow and be delivered in accordance with Faculty requirements to enhance student learning and experience
· The role may require input to other aspects of programme delivery within the faculty

Essential:
· Degree or equivalent qualification 

· An awareness and understanding of teaching and learning activities and healthcare programmes

· An understanding and interest in the NHS

· An understanding of links between NHS and higher education

· Experience of planning, organising and supporting customer-focused activities

· Experience of coordinating multiple projects or activities often with conflicting deadlines

· Good communication skills and the ability to work with a range of colleagues from different backgrounds

· Good organisation skills and the ability to prioritise work accordingly 

· Experience of working with Excel and Microsoft Office 

Desirable: 

· An understanding of using IT for data reporting and as well as use to a high level of word and excel
· Demonstrate confidence but also compassion
· An understanding of data protection and confidentiality


	Special Circumstances:
	N/A
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