
JOB DESCRIPTION

Job Title:
Professional Development Centre (PDC) Administrative and Marketing Assistant 


(One Year Internship under the Youth Exchange Programme )
Campus:
Mauritius 
Reporting to:
Head of the Professional Development Centre (Line Manager)
Overall 

Purpose:
The post holder will provide support for the operation of the Professional Development Centre (PDC) at Middlesex University, Mauritius. This will involve supporting the development, marketing, and delivery of courses, training programmes, conferences and events organised by the PDC. She/he will work collaboratively with academic and professional staff to support the design, develop accredit and quality assure Mauritius Quality Authority (MQA) approved courses and training programmes run by the PDC. She/he will also help in the organisation and running of Knowledge Exchange activities on and off Campus.  
The post holder will be expected to carry out duties as are within the scope, spirit and purpose of the job as requested by the Head of the Professional Development Centre.
Principal

Duties:
· To make a significant contribution to the PDC, through working collaboratively with PDC colleagues, academic staff, and other colleagues at Middlesex University Mauritius to support the design, development, accreditation and quality assurance of short courses and training programmes, including, but not exclusively: 
· To operate within PDC governance, policies and procedures

· To liaise with in-house and external training facilitators 

· To liaise with appropriate colleagues to ensure the MQA accreditation of courses and MQA reporting 

· To assist in determining the feasibility of short courses and training programmes
· To compile marketing databases/intelligence for short courses and training programmes 

· To liaise with facilitators to compile targeted segments /prospectus for short courses and training programmes
· To liaise with the graphic designer in the design and printing of marketing materials 

· To liaise with the marketing department for promotion of PDC on websites, LinkedIn and Facebook

· To  market short courses and training programmes using email  and social media(Facebook, LinkedIn, Twitter etc)
· To identify potential clients and engage with them using cold calling and telephone marketing 
· To write and send letters/emails to prospective participants 

· To promote in-house onsite training programmes 

· To assist prospective participants  with queries and the HRDC refund 

· To book rooms and catering for PDC short courses, training programmes and Knowledge Exchange events 
· To assist facilitators with room layouts and participant’s registration 

· To draw up attendance lists and maintain attendance records 
· To liaise with the finance department in relation to fees and expenses

· To assist in the  compilation of evaluation reports

· To assist in organisation and promotion of Knowledge Exchange activities /events 

Undertake any other tasks that be required, commensurate with the role, in support of the development of Middlesex University Mauritius, and particularly where all staff are expected to participate.
As duties and responsibilities change, the job description will be reviewed and amended in consultation with the post holder.
PERSON SPECIFICATION

Job Title: PDC Administrative and Marketing Assistant 
	
	Essential 
	Desirable

	Education/Training
	First Degree
	Post Graduate degree

	
	
	Knowledge of subject areas in relation to Business management , Economics, Accounting, Business Information Systems 

	Knowledge and Experience
	Young Graduate with social media marketing knowledge/experience
	A successful track record of developing relationships with external stakeholders through extra-curricular activities 

	Skills, aptitudes and competencies
	Effective communication, presentation and interpersonal skills, including persuasion and negotiation, internally and outside of the University
	Excellent Presentation skills

	
	Ability to project manage an idea from inception, through evaluation to implementation
	

	
	Ability to work flexibly, to prioritize and respond effectively to new situations and problems
	

	
	Ability to work independently and collaboratively across colleagues, academic and professional services to promote the MUM  PDC agenda 
	

	
	High standard of computer literacy including the development and management of databases
	

	
	High standard of spoken and written English.
	


2

