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Faculty and Campus Student and Academic Services

Management Services Groups

Service Delivery Document
Introduction

This document provides a summary of the service provision delivered by the Management Services Groups across Faculty and Campus Student and Academic Services (FCSAS).

Links to staff directories for each FCSAS area are provided at the end of the document to assist in identifying key staff and teams within Management Services Group.

Management Services Group Delivery Model
	Service
	Activity
	All Saints North
	All Saints South
	All Saints Central
	MMU Cheshire
	Didsbury/Gaskell
	NOTES

	
	FACULTY
	SE
	H
	AD
	HLSS
	MMUBS
	MMUC
/ IoE
	IoE
	HPSC
	

	Absence Records
	· Recording of approved annual leave

· Recording of approved special leave

· Recording of sickness absence

· Reporting composite sickness absence records to HR
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	Committee Servicing
	· Faculty Board

· Health and Safety Panel (and sub-committees)

· Faculty Executive Group/and Senior Management Group

· Student Staff forum
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	Communications
	· Deal with incoming communications via telephone/emails for Dean/Heads
· Creation and maintenance of academic calendars
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	Correspondence
	· Production of general correspondence on behalf of Dean/Heads
· Disseminate information on behalf of Dean/Heads
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	Curriculum Management
	· New Course form

· New Unit Setup on QLS

· Assessment Criteria

· Curriculum set-up to support key University processes*
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	*Key processes:

· Timetabling

· Assessment

· Scheduling Exams/Csewk

· WebCT

	Data returns/ professional body requirements
	· Completion of all data returns/production of statistics for internal purposes, PSRBs and other external audiences
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	Diary Management/ Appointments

for Dean/Heads/Senior Admin Team
	· Arrangement of appointments/meetings

· Scheduling of meetings

· Hospitality Arrangements

· Travel Arrangements (where necessary)
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	Financial Transactions
	· Ordering of Goods/Services

· Processing of  Expenditure Claims

· Processing of Invoices

· Processes to support AL contracts
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	General Maintenance/ Site Matters
	· Arrange maintenance of photocopiers

· Arrange Installation/Movement of Data/Voice Sockets

· Room allocation/changes for academic staff

· Support for general site matters
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	Health and Safety
	· Managing DSE Assessments for FCSAS Administrative Group

· Recording Academic DSE Assessments

· Health & Safety Inspections of SAS Administrative Group areas

· Records Management of Accident Report forms

· Records Management and Conducting Risk Assessments

· Assisting with formulation of Faculty Health & Safety Plan and Faculty DSE Plan

· Order equipment identified as part of DSE Assessment
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	Publicity and Marketing activities
	· Updating of Prospectus Entries

· Proof reading 

· Maintaining accuracy of online prospectus

· Advising on text/formatting in line with corporate guidelines

· Updating and Printing of course leaflets

· Maintaining stock levels of leaflets/publicity materials

· Editorial updates and production of academic newsletters

· Advertising

· Marketing packs (for external visits and recruitment events)

· Support for Award Ceremonies

· Netupdate editing for course details, entry requirements, entry profiles

· Events Management
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	QLS Student Records System
	SRS/TARDIS/UNIVIEW/Agresso

· Arrange

· staff access 

· support/advice
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	Records Management
	· Staff Development Records 

· DSE Records

· Health & Safety Inspection Records 

· Stationery/Consumables/DSE equipment

· Associate Lecturer Records
· Academic Staff Lists
· Academic Staff Contact/DistributionLists
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	Recruitment and Admissions activities
	· Organisation of staffing rota for Open Days
· Organisation of Visit Days 
· Organisation of course publicity materials
· Setting up of Faculty stands
· Support for Schools Liaison
· Support for Widening Participation/AimHigher
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	Stationery/

Consumables
	· Ordering of stationery 

· Printer Cartridges

· Stock Control
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	Statistical Data
	· Student Recruitment and Planning (Target Setting)

· Annual Monitoring Exercise

· HESES Returns

· Statistics to support PARM Events

· Admissions Cycle/Clearing

· Enrolment

· Serviced FTEs

· Requests for data from Uniview

· Requests to support audits

· Environmental scanning (for strategic plan)
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	Support for Learning and Teaching Group Activities
	· Support for Enrolment

· Support for Boards of Examiners Meetings
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	Systems Development
	· Support for the implementation of Aggresso (Assessments Database)

· Support for the implementation of the Academic Programmes Database

· Support for the roll out of Uniview
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	Web Development
	· Web Development
· Course information
· Corporate Branding
· Maintenance of WebPages
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	· Research & 3rd stream

· Faculty

· SAS


Appendix: contact information for Management Services Groups

All Saints Central Campus – http://www.business.mmu.ac.uk/admindirectory/
All Saints North Campus 
– Faculty of Science & Engineering: http://www.sci-eng.mmu.ac.uk/staff_directory/default.asp

– Hollings Faculty:  http://www.hollings.mmu.ac.uk/sass
All Saints South Campus – Faculties of Art & Design and Humanities, Law and Social Science: http://www.assc.mmu.ac.uk/ 
Didsbury & Gaskell Campus – Faculties of Health, Psychology  & Social Care and the Institute of Education:  http://www.ioe.mmu.ac.uk/staff/staff_directory/
MMU Cheshire – http://www.cheshire.mmu.ac.uk/directory/index.php
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