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Job Description: Professional Service Positions

	Faculty/Directorate/Service Area:
	Academi Hywel Teifi

	Job Title:
	Swyddog Data a Gweinyddiaeth (Data and Administration Officer)

	Department/Subject:
	Learn Welsh - Swansea Bay Region

	Salary:
	£34,132 with USS benefits
Grade 7

	Hours of work:
	35 hours per week

	Number of positions:
	1

	Contract:
	This is a fixed term position for 1 year (maternity leave cover)

	Location:
	This position will be based at the Singleton Campus



	Background

	This is an invitation to enthusiastic and suitably qualified applicants to undertake the role of Data and Administration Officer for Dysgu Cymraeg Ardal Bae Abertawe (DCABA), within the Hywel Teifi Academy (AHT) unit at Swansea University.
Academi Hywel Teifi was established by Swansea University in 2010 and named in memory of the University’s former Professor of Welsh and one of Wales’ leading cultural figures, Professor Hywel Teifi Edwards. The Academy is a unique institution, a body that is greater than the sum of its parts, which include:
• Dysgu Cymraeg – Ardal Bae Abertawe (Learn Welsh – Swansea Bay Region), which provides workplace and community Welsh courses for adults;
• Uned Darpariaeth Academaidd a Chreadigol (Academic and Creative Provision Unit), home to Swansea Branch of the Coleg Cymraeg Cenedlaethol and Tŷ’r Gwrhyd, the Welsh Centre for the Neath and Swansea Valleys;
• Uned Gyfieithu a Chydymffurfiaeth Iaith (The University’s Translation and Welsh Language Compliance Unit);
• Sefydliad Diwylliannol (the Cultural Institute of Swansea University).
In addition to strengthening the status and use of the Welsh language, the Academi’s vision is to support learners of all ages and from all educational, cultural and socio-economic backgrounds to learn Welsh or develop their skills in the language. It also works to promote opportunities and the benefits of studying through the medium of Welsh, and to present and celebrate Welsh culture. 
Providing education through the Welsh language is central to Swansea University’s work and strategy because of the institution’s leading role in contemporary Wales, its regional and national responsibilities, and its statutory obligations. This post requires a strong commitment to ensuring an excellent learning experience for learners.
DCABA provides a wide range of Welsh-language courses for adults at all levels, including weekly courses, intensive block courses and short residential courses. We also offer provision for specific audiences through courses such as Croeso i Bawb (Welcome to All) Cymraeg yn y Cartref (Welsh in the Home), workplace courses and courses for students. These programmes are delivered face to face in the Swansea and Neath Port Talbot areas, online via Zoom, or through a hybrid model combining both approaches, according to learners’ needs.
This role is central to the day-to-day operation of DCABA, with responsibility for leading a small administrative team that provides front-line advice and support to learners and colleagues. Placing the learner at the heart of our provision is a core principle, and the post plays a key role in fostering, developing and maintaining high-quality customer care standards, contributing to a positive and supportive learning ethos.
The role is based in our administrative office on Singleton Campus, but there will be occasions when attendance at external meetings or events is required, representing DCABA and advocating on behalf of AHT and the University.


	General Duties
	The postholder will be expected to undertake the following:

Data Management
1. Ensure the accuracy of all DCABA data on the National Centre for Learning Welsh systems and any other relevant databases.
2. Input and update DCABA course details and descriptions in line with service requirements.
3. Ensure compliance with GDPR and maintain confidentiality.
4. Process, manage and analyse data, producing regular reports (e.g. attendance, learner and tutor performance).
5. Manage the ‘Course Builder’ tool on the national online learning platform, ensuring that online learning content is released to learners in a timely manner.
6. Prepare reports and statistics to support quality improvement across the provision.

Procedures
7. Oversee the monthly payment claim process for Associate Tutors and carry out regular payroll audits.
8. Manage Associate Tutor course agreements and ensure valid DBS checks are in place where required.
9. Coordinate learner registrations, process course fee payments, and manage departmental purchases in accordance with University procedures.
10. Assist with the administration and implementation of DCABA discount schemes and bursaries.

Leadership
11. Lead the day-to-day front-line learner and staff support function, ensuring enquiries are handled promptly and effectively.
12. Support staff/tutor induction, training and development, and conduct regular, meaningful Professional Development Reviews with the administrative team.
13. Provide advice and guidance to colleagues on procedural and compliance matters.
14. Organise and contribute to DCABA planning meetings and represent the unit at external meetings when required.

Service Standards
15. Coordinate IT equipment and resource allocation for tutors and support with technical queries.
16. Oversee the arranging of teaching rooms and external venues for classes across Swansea and Neath Port Talbot.
17. Manage the administration and data processing of CBAC Welsh for Adults examinations in collaboration with the Examinations Officer.
18. Work constructively with central University services such as HR, Finance and Estates.
19. Support the promotion of Learn Welsh activities as required.

Corporate Policies and Compliance
20. Undertake any other duties appropriate to the grade as directed by the Head of DCABA or the Director of Academi Hywel Teifi.
21. Fully engage with the University’s Performance Enabling and Welsh language policies.
22. Promote equality and diversity in working practices and maintain positive working relationships.
23. Lead on continuous improvement in health and safety through a sound understanding of risk profiles and by promoting a positive health and safety culture.
24. Ensure that risk management is embedded within day-to-day activities and decision-making, in full compliance with the University’s Risk Management Policy.


	Professional Services Values
	All Professional Services areas at Swansea University operate to a defined set of Core Values - Professional Services Values and it is an expectation that everyone is able to demonstrate a commitment to these values from the point of application through to the day to day delivery of their roles. Commitment to our values at Swansea University supports us in promoting equality and valuing diversity to utilise all the talent that we have. 

We are Professional
We take pride in applying our knowledge, skills, creativity, integrity and judgement to deliver innovative, effective, efficient services and solutions of excellent quality.

We Work Together         
We take pride in working in a proactive, collaborative environment of equality, trust, respect, co-operation and challenge to deliver services that strive to exceed the needs and expectations of customers.

We Care
We take responsibility for listening, understanding and responding flexibly to our students, colleagues, external partners and the public so that every contact they have with us is a personalised and positive experience.
Commitment to our values at Swansea University supports us in promoting equality and valuing diversity to utilise all the talent that we have.


	
Person Specification

	Essential Criteria
Qualifications
1. A degree or substantial relevant and demonstrable experience.
Experience
1. Proficiency with finance/data systems.
2. Record-keeping and scheduling meetings.
3. Building and maintaining databases.
4. Using a Content Management System (CMS), an Online Learning Platform (OLP), or similar systems to update websites.
Skills and Knowledge
1. Excellent interpersonal and communication skills in both Welsh and English.
2. Excellent IT skills, including word processing, databases, spreadsheets, and the ability to adapt to new programs/software.
3. Proven ability to work methodically, within deadlines and under pressure.
4. Proven ability to work effectively as part of a team or independently, and to provide guidance to colleagues where appropriate.
5. Proven ability to manage a range of complex tasks.
6. Commitment to ongoing professional development, with the willingness and ability to keep knowledge up to date in relation to changes in procedures, policies and regulations.
7. Commitment to maintaining appropriate confidentiality.

Desirable Criteria
1. Experience of working within higher education or the Welsh for Adults sector.
2. Willingness to travel to locations or meetings as required.
3. Ability to demonstrate some flexibility within the working pattern, and willingness to respond proactively to changes in scheduling, location or working arrangements at short notice.


	Welsh Language Level
	Level 3 – ‘fluently’ - able to conduct a fluent conversation in Welsh on a work-related matter. Able to write original Welsh material with confidence.

Applicants are required to submit an online application in Welsh, giving careful consideration to the above criteria, and provide evidence demonstrating your ability to meet them, as well as outlining what you can contribute to the role (Max. 1,000 words)


	Additional Information
	
This post carries specific and wide-ranging responsibilities, and informal enquiries are therefore welcomed should you wish to discuss the requirements of the role. These can be directed in the first instance by email toIestyn Llwyd (Head of Learn Welsh - Swansea Bay Region)
i.llwyd@swansea.ac.uk
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