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As an equal opportunities employer NPTC Group of Colleges encourages applications from all sections of the community for the post of;

Higher Education Support and Systems Administrator


                     To coordinate the administrative support of the Higher Education provision ensuring compliance with external partners’ regulations across all of the campuses.









Rate of Pay:
Scale 5, Points 25-28, £23,825 - £25,850 per annum.  
Hours of Work:
37 hours per week (including occasional early mornings, evenings and weekends).  
Contract:
Full time, permanent.
Location:
NPTC Group of Colleges (initially based at Neath College).   

Qualifications: 
Candidates must hold a Level 5 qualification in relevant discipline (HND or equivalent) and relevant experience, a level 2 qualification in Maths and English (GCSE or equivalent) and have proven experience of working with systems in a Higher Education or equivalent setting.  Candidates must also be IT literate to level 2.  Experience of working in a customer-focused environment and of providing information and advice is essential.
Closing Date:
12 noon, Tuesday 10 August 2021.      
The successful candidate will need to obtain a satisfactory Enhanced Disclosure check

For further details or to apply online please access www.nptcgroup.ac.uk
Alternatively, email jobs@nptcgroup.ac.uk quoting re: 100821/HE/SSA/AH
We regret that only shortlisted applicants will be contacted.  We welcome applications in Welsh and an application submitted in Welsh will not be treated less favourably than an application submitted in English.   
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No agencies please

