
 
 
This job description does not form part of the employee’s contract of employment 
but is provided for guidance. The precise duties and responsibilities of any job 
may be expected to change over time. Job holders should be consulted over any 
proposed changes to this job description before implementation. 
 
Job Title:  CLASS Assessment Centre QA and Finance Administrator 
 
Report to:   CLASS Assistant Manager 
 
Grade:   NG3 
 
Purpose: 
 
To provide the administration of the assessment service which delivers the 
Centre’s income and improves disabled students’ access to Higher Education 
through support from the Disabled Students’ Allowance. 
 
Principal Accountabilities: 
 

This is one of two posts dealing with the administration involved in the setting 
up and undertaking of student assessments, quality assurance of reports and 
management of report submission, which includes: 

 
1. Quality assuring and editing reports for technical content with a view to 

either: authorising its dispatch to the commissioning body; determining and 
implementing changes required; or rejecting for referral to the author or line 
management (typically where strategies or recommendations appear to be 
outside the norm). Proof-reading reports for accuracy of English grammar 
and spelling. 

 
2. Liaising with Funding Bodies (e.g. Student Finance England) and other 

Universities to resolve matters arising from the reports and ensure efficient 
execution of the report content. 

 
3. Monitoring the receipt of reports from Assessors to ensure that they are 

delivered in a timely manner and to follow up any issues identified with the 
Assessor and / or the Line Manager (as appropriate). Recording report 
details and data to enable preparation of invoices for work completed. 

 
4. Taking telephone bookings; inputting data accurately on the booking system; 

issuing booking confirmations, and ensuring all parties are kept up to date 
with last minute changes.  

 



5. Providing first point of contact for the Assessment Centre and Outreach 
locations and fielding calls for busy or absent staff. Updating the website 
daily and monitoring and managing social media sites. 

 
6. Raising Needs Assessment invoices, purchase orders and processing 

purchase invoices as well as keeping thorough and accurate records of all 
finance transactions.  Occasional credit control duties, such as cancelling 
invoices and reviewing a monthly list of debtors are required. 

 
7. Dealing with any financial queries relating to CLASS from Central Finance, 

funding bodies and assessors and assisting in the set up and paperwork 
required of new suppliers. 

 
8. Dealing with queries and complaints in a sympathetic and professional 

manner, whilst being aware of the nature of the effects of certain disabilities. 
E.g. mental health, dyslexia, etc. 

 
9. Undertaking any other administrative duties as required by the Centre 

management, which are appropriate to the grade 
 
Context 
 
Via the Disabled Students’ Allowances, disabled students apply to their relevant 
funding body for assistance with the additional costs of pursuing a course of 
higher education resulting from their disability.  The funding bodies require that 
students’ needs are evaluated at Assessment Centres, such as CLASS.  
 
CLASS fulfils this role by interviewing the student and writing a report with 
recommendations as to how the allowance would be best implemented. 
 
CLASS is among the largest assessment units for this type of work in the UK and 
assesses students from all over the country. The Assessors are sub-contracted 
as Consultants and are only present within the University while interviewing 
students. CLASS is fully accredited in accordance with the DSA-QAG Quality 
Assurance Framework.   
 
The post holder is responsible for the efficient operation of the assessment report 
processing system and other general office systems. A typical report consists of 
around 20 pages of information and recommendations and the report processing 
work is shared between three post holders. The reports contain confidential 
personal information about the student as well as quotations for equipment and 
services.  The reputation of the unit relies on reports being accurate and 
professional, as well as their timely submission. 
 



To have an understanding of individual health and safety responsibilities and an 
awareness of the risks in the work environment, together with their potential 
impact on both individual work and that of others. 
 
PERSON SPECIFICATION 

 
 Essential criteria Desirable Criteria 
 
Qualifications 

 
Educated to A Level standard or 
equivalent practical experience.  
 
GCSE (or equivalent) English Language 
at grade C or above. 
  
  

 
Graduate or 
equivalent 
experience 
 

 
Training and 
Experience 

 
Experience of working in an administrative 
position and completing a range of office 
work.  
 
Experience of working in Customer 
service and delivering a high standard of 
customer care. 
 
Experience of working in a team. 
 
High standard of literacy and numeracy. 
 
Highly IT literate with excellent MS Office 
skills, especially in Word & Excel. 
 
 

 

 
Experience of 
implementing 
financial processes 
record keeping 
procedures 
 
Experience of 
disabilities, their 
technologies and the 
rules regarding 
eligibility for the 
Awards. 
 
Experience of 
working in Higher 
Education. 
 
 

 
Aptitude and 
abilities 

 
Strong oral and written communication 
skills. 
 
Ability to establish good working 
relationships with staff, students and 
external bodies. 
 
Ability to work in an efficient and 
organised manner with the ability to 
prioritise and handle multiple tasks. 
 

 



Excellent attention to detail. 
 
Ability to use tact, discretion and remain 
calm when dealing with sensitive and 
personal issues. 
 
Ability to work under pressure as part of a 
busy team. 
 
A proactive approach to problem solving. 
 
Strong commitment to providing excellent 
customer care to a range of stakeholders. 
 

Personal 
Attributes 

Self-motivated with a flexible, positive 
attitude. 
 
Ability to work well under pressure on own 
initiative as well as assisting other 
members of the team. 
  
Fully committed to contributing to a 
stimulating learning and working 
environment which is supportive and fair, 
based on mutual respect and trust, and in 
which harassment and discrimination are 
neither tolerated nor acceptable. 
 

 

 
Other  
 
At certain times of the year it may be necessary to work outside normal working 
hours. 
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