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	                       Job Description





Job Title:

MIS Support Coordinator 

Responsible to:
Assistant Manager: Business Support

Job Purpose:
To co-ordinate the provision of expert support and training for College staff on behalf of the Business and Information systems department.
Principal Responsibilities

1. To supervise and coordinate the MIS Support Officers and their workload in conjunction with the Assistant Manager: Business Support; 

2. To coordinate the prioritisation and provision of expert support and training required by College staff in order to ensure an efficient Business Support and MIS service; 

3. To proactively identify, investigate and solve any data quality issues relating to Business Support and improve processes, systems and training to prevent reoccurrence;
4. To create and manage user accounts and permissions for Management Information Systems in accordance with College policies and procedures;
5. To co-ordinate and provide training for staff as required in the use of Management Information Systems and processes and ensure that training records are up-to-date; 

6. To write, review and update training materials for the Management Information Systems as appropriate;
7. To provide expert support to all campuses in Management Information Systems;
8. To work closely with the Senior Officers: Funding, Data Quality and Audit and the MIS Assistant Manager: Data to develop knowledge of funding both FE and HE and provide support to improve data quality and accuracy;
9. To provide administrative support as required at critical times of the year, for example during the main enrolment period;
10. To support College events (day and evening) as necessary;

11. To undertake training identified as necessary for the role; 
College Responsibilities 
1. To actively promote the Diversity agenda within the College;
2. To promote and ensure safe working practices in line with Health and Safety  requirements;
3. To play an active role in Quality;
4. To contribute to and represent the overall visions and values of the College;
5. To comply with all College Information Security (IS) policies and procedures, attend relevant awareness training and to apply information security principles when … dealing with staff and student information, in line with ISO standard 27001;  
6. To comply with the General Data Protection Regulation (GDPR), Data Protection Act 2018 and any relevant statutory requirements when processing staff and student personal data or work related data, and in accordance with any guidance or Code of Practice issued by the College;
7. To adhere to all College policies and procedures;
8. To undertake professional development as required;
9. To undertake other appropriate duties as required by the line manager.
It should be noted that this job description merely provides a resume of the main duties and responsibilities of the post and will be subject to periodic review in conjunction with your Line Manager and the Human Resources Manager which may lead to revisions in light of the operational requirements of the College.

