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The College of Law is the UK’s leading provider of legal education and training, working right at the heart of the legal profession. We bring together teaching of the highest quality, a focus on practical skills and innovative learning styles to deliver perfect preparation for life in legal practice and ongoing professional development.

We are looking for an enthusiastic, customer-focused person to play a key role in ensuring that we maintain excellent standards and the Centre continues to provide an environment which is a pleasure to work and study in for our students.

Student Services Administrator, Course Administration.
· Salary up to £20,500 per annum plus benefits
· 35  Hours per week Monday to Friday

· Based in Moorgate 
· This role is offered on a fixed term of up to 12 months to provide cover for a maternity absence.
Providing high quality administration and customer service support to students, staff and visitors to the Centre covering all courses and operations you will be dedicated to the provision of one part of the overall service – course administration - whilst keeping abreast of other areas to ensure a smooth highly effective service.

You should have a good level of education to provide high quality administration and customer service support.  Experience of working in a busy administrative customer focused environment is essential as is the ability to work to deadlines and multi-task.  The successful candidates will be able to prove they are highly articulate, numerate and literate with good IT skills
If you are interested in applying go to www.college-of-law.co.uk to view the full job description and for an application form, or email us at people@lawcol.co.uk.  
Closing date for receipt of completed applications is Friday 9 March 2012.
The College is committed to the equality of opportunity
