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	Job Evaluation Code
	



	Job Title
	Welsh Language Provision Support Administrator

	School/Department/College
	Colleges of Biomedical and Life Sciences

	Job Grade
	4

	Career Pathway
	Administrative Support



Organisation Structure 
	
Insert Org Chart if available

	Post Responsible To
	Welsh Language Education Manager – College of Biomedical and Life Sciences

	Posts Responsible For
	



Job Purpose
	The College of Biomedical and Life Sciences is seeking to appoint an enthusiastic individual to support Welsh-medium provision within the College. The role will support the delivery and enhancement of Welsh medium provision and opportunities across Schools and programmes within the College.
The post holder will work with the Welsh Language Education Manager and key stakeholders within the College and the University to support the enhancement and implementation of Welsh medium opportunities for a range of students from different linguistic backgrounds, developing provision for fluent, non-fluent and new speakers, linked to the University’s wider strategy and Coleg Cymraeg Cenedlaethol Welsh Medium targets for conversion of students to Welsh medium provision.  
The role will support Welsh language and bilingual provision, opportunities and activities and will provide comprehensive professional administrative support and guidance for students, staff and key stakeholders. The successful candidate will take responsibility for specific areas of work, leading and advising others in delivering these, and ensuring that students, colleagues and partners receive a high-quality experience.  
This role is eligible to be offered on a blended working basis, which means that as well as working on campus you can also choose to spend some time working from another location, e.g. your home. The University is committed to offering this flexibility, wherever the role and business need allows, supporting work-life balance.

As the largest university in Wales – and a major employer, with over 7,000 members of staff – we are an ambitious and innovative university located in a beautiful and thriving capital city. We offer you the chance to work bilingually in a vibrant organisation, with excellent benefits and opportunities for progression.






Duties and Responsibilities
	Key Duties

· Work with the College’s Welsh Language Education Manager and the Associate Dean for Welsh, Academi Gymraeg, the Coleg Cymraeg Branch Officer and other key stakeholders to strategically develop and support a bespoke Welsh-medium provision programme suitable to the range of disciplines and professions within the College, including Welsh-medium and bilingual work placements and student engagement activities.
· Provide detailed advice and guidance on Welsh-medium higher education processes and procedures to internal and external individuals (staff, students or members of the public), using judgement and creativity to suggest the most appropriate course of action, and contributing to solving more complex issues. 
· Liaise with the University’s Coleg Cymraeg Branch Officer to contribute to the development and sharing of good practice in the development and promotion of Welsh-medium learning and teaching. 
· Establish good working relationships with key individuals (University colleagues and external contacts such as the Coleg Cymraeg Cenedlaethol) to help develop the level of service the team provides.
· Gather and analyse data on recruitment of Welsh-speaking and Welsh-domiciled students so that informed decisions can be made, establishing basic trends and patterns in the data and working with key stakeholders to develop reports and recommendations to enhance staff and student experience. 
· Perform a variety of administrative duties to support the team to achieve their objectives.


General Duties
· Abide by all University policies and undergo appropriate personal and professional development.
· Perform other duties which are not included above, but which will be consistent with the role.
· Uphold the Professional Services Values & Behaviours or local equivalent.






Person Specification 
	Essential Criteria

	
Qualifications and Education
Knowledge, Skills and Experience
1. Fully bilingual (Welsh and English), both spoken and written. 
2. Evidence of a good standard of numeracy and IT literacy.
3. Experience of working in an administrative role or environment and ability to establish standard office systems and procedures, making improvements to these as appropriate.
4. Ability to communicate specialist and complex information effectively and professionally to a range of customers with varying levels of understanding.

Customer Service, Communication and Team Working
5. Ability to advise and influence key stakeholders in your area of work.
6. Ability to explore customers’ needs and adapt the service you provide accordingly to ensure a quality service is delivered.

Planning, Analysis and Problem solving
7. Ability to work unsupervised to deadlines, planning, setting and monitoring your priorities and those of the team.
8. Ability to use your initiative and creativity to solve problems, respond to queries and make recommendations, identifying and proposing practical solutions


	Desirable Criteria 

	
9. Experience of Welsh-medium Higher Education
10. Experience of working in a similar role or environment e.e. Higher Education



Additional Information
	
This is a full-time post (35 hours per week) available immediately and is fixed term post for 3 years.
Informal enquiries about the role should be directed to the Welsh Language Education Manager for the College of Biomedical and Life Sciences, Angharad Kearse: Kearsee@cardiff.ac.uk 
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