Christ the
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Program Admin & Student Support Officer
(Post Reference: CRC 0602/2025)
Salary Scale: £25,400 per Annum Pro rata

Christ the Redeemer College is located on 23 Village Way East,
RaynersLane. HA2 7LX

Updated February 2025.



Christ the Redeemer College

Christ the Redeemer College (CRC) was founded in 1998 as Christ Redeemer Bible College
originally located in the South-East of London and the purpose of the college was to train
ministers for the Redeemed Christian Church of God. Over the years, the institution has
grown into a multidisciplinary Higher institution offering a broad range of undergraduate,
taught postgraduate and research qualifications servicing a diverse student body. The
Main Campus is how located at the College’s own facilities at 23 The Village Way East,
Rayners Lane. London. HA2 7LX

Our education foundations are built on Christian Ethos though with a global commitment
of empowering all students from every background to be able to grow and excel in a
conducive environment. Our student body is diverse, including many under-represented
and disadvantaged groups such as mature students and students from low-participation
neighbourhoods.

CRC is committed to educating individuals to become church leaders, counsellors, health
and social care professionals, qualified business leaders, community leaders etc. who can
clearly understand and address the unique assets and needs of their communities. As
communities are strengthened through strong leadership, they become more engaged
within their immediate communities and are able to drive sustainable change. CRC's
programmes equip leaders to change lives, revitalize congregations, and transform
business and communities. Although CRC’s primary focus has been its work with pastors,
theological students, and church leaders, over the years, its programmes have also
expanded to educate individuals to engage in business studies, health and social care and
community development.

MISSION AND VISION

Mission Statement
To provide high quality, high value education to advance the leadership, ministerial and
professional aims of its students in a competitive and dynamic global environment.

Aims

- To offer the most positive learning experience possible in a setting that encourages
and fosters friendliness and positive social engagement.

« To provide an engaging learning environment that fosters community and at the
same time allows for individuality among the diverse student body.

- Its approach to training is targeted towards preparing students to become leaders
in their chosen fields of endeavours in business, employment or Christian ministry

CRC Vision

- Provide an outstanding student experience, underpinned by high quality learning
and teaching; and develop our strong sense of community.

+ Harness the creativity, knowledge and commitment of our staff to promote our
values and enhance our activities.

« Further strengthen our links to employers and enhance student employability and
self-employment.



« Continue our investment in the college facilities to further enhance what is already
an outstanding environment for learning and living.
- Develop infrastructure and processes towards becoming a Christian University

CRC's Core Values

Our core values lie in our wholehearted commitment to our students, staff and
stakeholders, and our constant efforts to improve in all we do. Our approach is
inclusive; we celebrate diversity and will tirelessly strive to enhance the life
opportunities that a good education provides for our students.

CRC aims to be both financially and environmentally sustainable, seeking always to
reinvest our resources to enhance:

+ the student experience.

« our research capacity.

« our engagement with the public, business and Christian community.

« our commitment to our local communities and

« our commitment to provide a learning environment underpinned by Christian

ethos.

We will be decisive and focused on all we do, and plan with a realistic ambition founded
on our strong progress to date and will:

« embrace challenges and seize opportunities

« expect and celebrate creativity and excellence

+ act responsibly and with integrity

- show determination, resilience, ambition and adaptability

« work together to deliver our Vision

Strategic Aims

Our strategic aims are gathered together under headings that reflect both our vision and
values.

These are:

« To enhance teaching and learning and the student experience
- To Grow our research provisions

« To build a robust College community

« To collaborate with external partnerships

« To build robust sustainability.



Christ the
Redeemer College

Lenden

Job Description

Job Title: Programme Admin / Student Support Officer

Main purpose of job:

To effectively and efficiently manage administrative systems within the College in
collaboration with other programme administrators and student support officers. Will
also provide support to the Head of School in taking responsibility for a variety of
programme- related activities that support the wider College administration.

Department: Academic Office Position reports to: Head of School /
|Registrar Office Registrar

Role Responsibilities

13.

14.
15.
16.
17.
18.
19.
20.
21.
22.

Programme Admin Officer Role

Promptly Respond to Personal circumstances requests in line with college
communications policy.

Provide support with Student Enrolment and rectify errors when needed.

Monitor student attendance, follow up and provide support where necessary.

Liaise with IT department to ensure student have access to VLE, MS Teams, and other
learning tools required

Liase with finance & Accounts team regarding SLC Portal, attendance confirmation, COC
Collaborate with Admissions on Induction and Graduation processes.

Manage and update Student Database on Quercus and Excel versions)

Create and review timetable to ensure it meets the required number of hours per team
Schedule lectures and follow up for assignment submissions

. Liaise with relevant unit to plan and allocate equipment, lecture rooms, venues and

required spaces for all student activities on the timetable & College calendar.

. Generation of student letters (e.g., Council Tax)
. Quality control of data into the system

Student Support Officer Role

Monitor and review each student’s status by monitoring attendance, basic finance
information and academic achievements. This is achieved by collaborating with various
departments and setting up meetings to make final decisions.

Timely Response to relevant emails, phone and in person enquiries

Prompt attendance to Academic issues

Assisting students with IT | Technical issues and individual Student Log-in queries
Tutorial guide — Resubmissions, Plagiarism, general support

Online connectivity issues (with live teaching)

Setup required groups for each Cohorts and add appropriate students and staff
Provide student induction and graduation support

Enrol students into correct modules on VLE and EBSCO library.

Update and Module Evaluation Forms




23. Board of Studies support (incl. liaising with Programme student Reps)

24. Liase with the Learning Resource & Student Support Officer to get library support for
students

25. Provide advisory support on assignment submission and student finance

26. Serve as Board Secretary and ensure to set up board of studies meeting as per school
calendar and responsible for taking minutes at every programme meeting

27. Follow up students with attendance and academic issues

Please note this list is not exhaustive, and tasks may be amended, added or
removed in response to changing requirements or in line with the skills and
experience of the post holder.

Last updated: /18-02-25]

Health & Safety:

« Under the Health & Safety at Work Act 1974 the post holder must take reasonable
care of their own health and safety and that of any other person who may be
affected by their acts or omissions. The post holder must also co- operate with
the College on all matters concerning health and safety and not interfere with, or
misuse, anything provided for the purpose of health, safety or welfare. The post
holder must follow Health & Safety requirements in line with their training and
instruction, and report to management any unsafe acts or conditions, defects in
equipment or facilities that have the potential to affect health and safety. The post
holder must report to management any injuries they receive whilst at work.

+ Where post holders line manages staff and services, they will be responsible for
the health, safety and welfare of those staff and services in accordance with the
College’s Health & Safety Organizational Arrangements.

General Terms

This job description summarizes the main duties and accountabilities of the post and is
not exclusive. The post holder is required to undertake other duties of similar level of
responsibility. It is anticipated that this job description will change over time in accordance
with the needs of the role and the post holder will be consulted on any proposed
amendments.

It is a condition of employment that staff will not disclose any information obtained
in the course of their duties other than to those entitled to receive it. The post
holder must ensure that the confidentiality of personal data remains secure and
that ‘restricted information’ or *highly restricted information’ to which they have
access remains confidential during and after their employment at CRC. All staff
must undergo appropriate data protection training as defined by the College’s Data
Protection Policy and comply with the College’s Information Security Policy and IT
User Policies including the General Conditions of use of Computing and Network
Facilities, Bring Your Own Device Policy and Wireless Networking Policy.

* The College is committed to equality of opportunity. All staff are required to
comply with current legislation, College policies and good practice guidance.



» All staff are required to act in a way that safeguards the health and wellbeing of
children and vulnerable adults at all times. The post holder must be familiar with
and adhere to appropriate safeguarding policies and guidance and participate in
related mandatory/statutory training. Managers have a responsibility to ensure
their team members understand their individual responsibilities with regard to
safeguarding children and vulnerable adults.

» All staff are required to participate in the College probationary and appraisal
process and should ensure they are familiar with the processes, attend the
mandatory meetings and training and plan time to prepare for their appraisal.
Following probationary interviews and appraisals, staff are expected to undertake
in any necessary learning and development and work towards the objectives that
have been set.

* The College expects staff to attend any training designated as mandatory and to
undertake learning and development activities to support their role.

* All absence from work must be reported in accordance with the College’s Absence
Management Policy and recorded on Teams and staff are expected to be familiar
with and follow the Policy.

* The College acknowledges its responsibility to provide a safe, smoke free
environment, to its employees, service users and visitors. It is the policy of the
College not to allow smoking on College premises other than in specifically
designated areas.

General Terms & Conditions of Employment

The appointment is subject to meeting all pre-employment clearances and requirements
of the

Person Specification. All new employees undergo a period of probation in accordance
with the College’s Probationary Scheme and confirmation of employment is dependent
on the satisfactory completion of that probationary period. The standard hours of work
are based on 40 hours per week for Professional and Support Staff and 35 hours per
week for Academic Staff. Your line manager will discuss with you the required working
hours.

The College holiday year runs from 1%t September to 315 August. The post carries an
entitlement to 35 working days (for a full-time position, otherwise pro rata) of paid
leave during the course of the holiday year (pro rata if the appointment is made during
the holiday year), in addition to Statutory Bank Holidays. There may also be
discretionary days and days when the College is closed on particular dates in the
interests of efficiency.

Disclosure and Barring Service

It is a condition of employment that all relevant posts are vetted by the Disclosure &
Barring Service (DBS) and if it applies to this appointment, you will be required to
undertake a DBS check. The College will pay the fee for this service. Any false
declarations or any findings from the Disclosure could affect the suitability for
employment.



Pension and Auto Enrolment

If you meet the criteria set out below and are not already an active member of any of our
pension schemes, the College will auto-enrol you into a suitable pension scheme.

The criteria for auto-enrolment is:

« Age - if you are 22 or over but no more than State Pension Age

» Earnings - a minimum of £10,000 per year

» Working in the UK

The finance team will advise employees on the pension schemes supported by Christ the
Redeemer College and eligibility upon successful appointment.

Procedure for Application

Applications should preferably be submitted by e-mail (as opposed to post) on the College
Application Form and should be completed in typescript wherever possible. We only
accept a CV as a supplementary part of the application process. Considerable emphasis
is placed in the shortlisting process on how candidates demonstrate in their application
that they possess the qualifications, experience, skills and qualities which are required
for the post.

Application forms should therefore refer explicitly to how you meet the essential and
desirable criteria for the post you are applying for. The College is an Equal Opportunity
Employer. Two referees should be identified who must be people who can comment
authoritatively on you as a person and as an employee in relation to the level of the
post and must include your current or most recent employer or their representative.

You must disclose whether you are related to any employee of the College, or to any
member of the Council. Canvassing for appointment disqualifies you from being selected
for interview or being appointed to the post in question. Should you be selected for
interview please be aware that we are unable to reimburse interview expenses. If you
have not heard from us within one week of the advertised closing date, please assume
that you have not been shortlisted.

Application Details
Full-time and part-time working hours will be considered

The job description, personal specification and full details on how to apply can be
found at: https://christredeemer.ac.uk/about/job-vacancies

Christ the Redeemer College is a Christian college and, as such, it is a requirement of
the Person Specification that the post holder be in alignment with the Christian ethos,
aims and objectives of the School.

All candidates must have the right to work in the UK.

Closing date for receipt of applications: 28/02/2025

Interview date: Will be communicated to selected candidates

Candidates are encouraged to apply promptly as applications will be reviewed on
a rolling basis and the College reserve the right to withdraw the position before
the closing date.
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General Data Protection Regulations: Applicant Privacy Notice

CRC collects and processes your personal data so that it can meet its statutory and legal
obligations, and when it has a legitimate interest in processing personal data before,
during and after the end of the employment relationship. The data which forms part of
your job application (for example, application form, CV, references, Equal Opportunities
Monitoring Form, shortlisting and interview records) will be stored in a range of different
places, which will include the College’s HR and recruitment management systems
(electronic and paper based), and in IT systems (including the College's email system).
Your information may be shared internally with the HR Department and with employees
who are involved in the recruitment and selection process, but only if access to your data
is absolutely necessary for the performance of those roles. The College may share your
data with third parties in certain circumstances. Personal data that the College uses for
the purposes of equal opportunities monitoring and reporting is anonymised or is collected
with the express consent of applicants, which can be withdrawn at any time. Applicants
are entirely free to decide whether to provide such data and there are no consequences
of failing to do so.

The College takes the security of your data seriously and has internal controls in place to
try to ensure that your data is not lost, accidentally destroyed, misused or disclosed, and
is not accessed except by the above employees in the performance of their duties. If your
application is unsuccessful, your applicant data will be destroyed 6 months following the
advertised closing date of the post you have applied for. If your application is successful,
your applicant data will be retained during your employment and for 6 years following
your leaving date. You can access and obtain a copy of your data on request and you can
ask the College to change incorrect or incomplete data. In certain circumstances, you can
ask the College to stop processing your data, or you can object to the processing of your
data. If you believe that the College has not complied with your data protection rights,
you can complain to the Information Commissioner. Further information about your rights
in accordance with Data Protection and the GDPR Regulations can be obtained from the
College Data Protection Officer.
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