
JOBDESCRIPTION
Academic Administrator

Purpose

To support the Academic Department of Missio Dei Leadership & Theological College in the day to day
running of the systems and processes.

Key Tasks and Responsibilities

Please note that the following responsibilities are indicative rather than definitive:

1. Answer general queries via phone and email, and offer advice to current and prospective students
regarding the college’s academic programmes.

2. Act as the primary contact for student academic technical enquiries, including extensions and
suspensions, module options, interruptions of studies and general queries.

3. Collect, upload and ensure accuracy of data and information submissions to external bodies,
including HESA, OfS andNSS.

4. Manage and keep the student database and student files up to date, ensuring that student files and
academic admin files are archivedwhen appropriate.

5. Manage the online learning systems including assignment submissions, Moodle and marking
submission to the validating universities.

6. Liaise with the Finance Department regarding registering students, student loan enquiries and
ongoing student fee compliancemonitoring.

7. Arrange and oversee marking, monitoring and second marking of assignments, including any
academic integrity issues identified by faculty.

8. Offer prayer and spiritual support to students throughout their time at the College, and participate
in staff spiritual development sessions.

9. Undertake any other tasks to support the Academic Team as required, including taking minutes,
attending open days and other marketing opportunities.

10. Comply with all AoG policies and procedures, including ensuring all records and correspondence
are held in accordance with AoG’s Data Protection Policy.

11. Serve and support the annual AoGNational Conference and any other Zone / Area Day events.

12. Attend the evening Chapel service inManchester during theMissio Dei intensive weeks.

Financial or Other Authorities

None

Reporting Line

Report to the AcademicManager and VPAcademic.



PERSON SPECIFICATION
Academic Administrator

CRITERIA ESSENTIAL DESIRABLE

Qualifications ● GCSE English

● Relevant administration qualifications

X

X

Skills, Abilities,
Knowledge

● Computer literate and proficient in Google
Drive, use of Google
Docs/Sheets/Forms/Mail and CRM systems.

● Knowledge of using .xml files
● Strong organisational and administrative

skills
● Confident and quick learner: using different

databases, including Churchsuite.
● The ability to work accurately with a high

attention to detail.
● Effective time management skills – be able to

prioritise work andmeet deadlines.

● Strong ability to communicate effectively and
confidently at all levels; good rapport with
people of all ages and backgrounds

● Strong verbal and written communication
skills

● Good knowledge of current digital
technology and social media channels

● Ability to be agile and adaptable
● Holds a full UK driving licence with access to

transport
● Awareness of the AoG movement, how it is

structured, the vision, values, culture and
beliefs

X

X

X

X

X

X

X

X

X

X

X

X



CRITERIA ESSENTIAL DESIRABLE

Experience
relevant to the
role

● Previous Administration experience
● Proven experience of operating with a high

level of sensitivity and confidentiality
● Experience of cross-teamworking
● Familiar with academic environments

● Previous experience of working in or
studying in a theological college

X
X

X
X

X

Personal
Qualities

● High emotional intelligence
● Outgoing and relational
● Pastoral in nature
● Proactive
● Comfortable working alone as well as in a

team
● Flexible and adaptable
● Committed to ongoing personal learning &

spiritual growth
● Comfortable working in a Christian

organisation, including being fully
committed to attending regular team prayer
meetings, having in-depth discussions with
college lecturers, colleagues and students
about Christian faith-related issues and
challenges

X
X
X
X
X

X
X

X

Commitment to
Vision, Values
and Beliefs of
AoG

Due to the nature of this role and the level of regular interaction with Christian

college lecturers and students on behalf of AoG, we believe that this post is

subject to an occupational requirement that the holder be a practising Christian

under Part 1 of schedule 9 to the Equality Act 2010.

The role holder will need to have an Enhanced-level DBS and provide two satisfactory references


