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Job Description: Academic Administrator
(Maternity-cover, job-share)

Overview
Maternity cover: Initial 9-month fixed-term contract, with potential extension to 12 months, 22.5 hours per week

The National Centre for Integrative Medicine (NCIM) is a not-for-profit social enterprise with a vision to support the transformation of healthcare to a broader Integrative Medicine (IM) model that combines conventional, holistic, functional and lifestyle approaches to improve health and wellbeing for clinicians, clients and communities.

NCIM has four pillars of delivery:

Wellbeing – Consultations and courses with our Integrative Clinical team, online and in-person.
Education – Integrative Medicine qualifications and CPD for healthcare professionals.
Community – Creating social impact through funded workshops and low-cost appointments.
Membership – Transforming healthcare together through our NCIM Membership.

Education is a key part of NCIM’s mission to create change. As an accredited teaching centre, NCIM delivers a range of education programmes for healthcare professionals, including:

· 2-year master’s Level 7 Diploma in Integrative Healthcare

· Single Modules from the master’s Level 7 Diploma in Integrative Healthcare

· 1-year Diploma in Integrative Healthcare Research

· Foundation and Advanced Training in Medical Homeopathy

· Mistletoe Therapy Training

· Masterclasses

· NCIM Spring, Summer and Autumn conferences

The NCIM Academy also offers CPD accredited short courses in Integrative Healthcare for healthcare providers who want access to affordable, high-quality courses with experts in their field.

Job Purpose

As part of the NCIM Core Team, the Academic Administrator is a key point of contact for NCIM Academy programmes and educational activities.

This role forms part of an existing job-share arrangement within the NCIM Academy team. The successful candidate will work alongside the current Academic Administrator to provide continuity of support for NCIM Academy learners, tutors and programmes during the maternity leave period.

Working closely with the Academic Co-Directors, Module Leads and wider NCIM team, the postholder provides administration, coordination and learner support to ensure the effective delivery of NCIM Academy programmes and activities.

The role supports the learner journey from initial enquiry and enrolment through to completion, helping to provide a positive and well-supported experience for healthcare professionals undertaking NCIM education programmes.

The post reports to the Business Development and Operations Manager and works closely with the Chief Executive, Academic Co-Directors, Module Leads, Finance Manager, Marketing Team and wider NCIM Core Team.

Key Responsibilities

1. NCIM Academy Programme Administration

· Coordinate administration of NCIM Academy programmes, courses and educational activities.

· Support learners throughout their journey from enquiry and enrolment through to completion and progression.

· Act as a key contact for learners, tutors and Module Leads, ensuring effective communication and coordination.

· Support the coordination and maintenance of programme schedules, teaching timetables and learner information.

· Provide administrative support to academic meetings and course development activities.

2. Academic Quality, Accreditation & Assessment Support

· Support NCIM Academy accreditation and quality assurance processes.

· Maintain accurate programme documentation, learner records and academic information.

· Coordinate assessment and examination administration across NCIM Academy programmes, including Medical Homeopathy examinations.

· Contribute to the development and review of policies, procedures and processes.

3. Events & Educational Activities

· Support the planning and delivery of NCIM Academy events and educational activities.

· Coordinate administration for:

· teaching days;

· evening tutorials;

· online open evenings;

· conferences, including graduation activities and certificate administration;

· masterclasses;

· external educational events where required.

· Support event communications, registrations, resources, logistics and liaison with tutors, speakers and participants.

· Work with appropriate IT support or external technical specialists where required.

4. Learner Communications, Marketing & Digital Platforms

· Act as a first point of contact for enquiries relating to NCIM Academy programmes, courses and events.

· Support effective communication with prospective and current learners.

· Work collaboratively with the Marketing Team to support promotion of NCIM Academy programmes and activities.

· Support the maintenance of NCIM Academy information across relevant digital platforms, including Thinkific and the Virtual Learning Environment.

· Support online course administration and learner information management.

5. Financial & Administrative Support

Working closely with the Finance Manager:

· Support the administration of NCIM Academy fees, invoices, bursaries and payments.

· Maintain accurate records of bookings, payments and learner financial information.

· Support administration relating to educational resources, including books where appropriate.

· Ensure administrative processes support effective programme delivery.

6. Wider NCIM Support

· Contribute positively to the wider work of NCIM as part of the Core Team.

· Work collaboratively with colleagues across NCIM’s four pillars of delivery.

· Contribute to shared team responsibilities that help maintain an effective and welcoming office environment.

· Identify opportunities to improve processes, ways of working and the learner experience.

· Undertake other reasonable duties consistent with the nature and level of the role.

Whilst the purpose of this role remains consistent, the duties and responsibilities may evolve according to the needs of NCIM. The postholder should demonstrate flexibility and a willingness to undertake tasks appropriate to the role and level of responsibility.

Why Join NCIM?

NCIM is a values-led organisation committed to supporting the transformation of healthcare through Integrative Medicine. By joining our team, you will contribute to work that supports healthcare professionals, learners and communities to explore and develop more integrated approaches to health and wellbeing.

As part of NCIM, you will be joining a collaborative team where people are encouraged to share ideas, contribute to improvements and make a meaningful difference through their work. Our team members value being part of an organisation with a clear social purpose, where their contribution directly supports the development of healthcare education, clinical practice and community initiatives.

This role provides an opportunity to support the growth of NCIM Academy, helping healthcare professionals access high-quality education and contributing to the continued development of Integrative Medicine education and practice.

Person Specification

	Key Area
	Essential
	Desirable

	Education & Training
	· Educated to degree level or equivalent experience

· Experience of using Microsoft Office applications, including Word, Excel, Outlook and Teams
	· Administration software training (i.e. Moodle, Thinkific, CRMs, XERO, Excel)

· Evidence of commitment to ongoing learning and professional development.

	Experience
	· Providing high-quality administrative support in a busy environment

· Managing multiple tasks, priorities and deadlines.

· High standard of verbal and written communication

· Maintaining accurate records with a high degree of attention to detail.

· Microsoft Office including Word, Excel, Outlook, Teams.

· Database and spreadsheet management

· Working collaboratively

· Basic DBS check
	· Experience of working in an academic, education, training or healthcare setting

· Use of online marketing tools, e.g. Mailchimp, Sender, Canva

· Experience with Wordpress websites

	Knowledge & Skills
	· Excellent written and verbal communication
· Strong organisational skills and ability to prioritise effectively.

· Excellent attention to detail and ability to maintain accurate records.

· Good IT and digital literacy, with the ability to learn and use new systems.

· Manage confidential information appropriately.
Work independently, use initiative and recognise when to seek support.
	· Understanding of academic administration or learner support.

· Awareness of quality assurance and accreditation processes.

· Understanding of small organisation operations.

· Awareness of social enterprise or purpose-led organisations.

	Personal Attributes
	· Able to build and maintain relationships at all levels

· Collaborative and supportive approach to working with others.

· Calm and organised when managing competing priorities.

· Reliable and accountable.

· Flexible and willing to respond to changing priorities.

· Proactive, with a practical approach to problem-solving.

· Commitment to providing a positive learner experience.

· Commitment to confidentiality and professional standards.
	· An awareness of and interest in Integrative Medicine

· An interest in healthcare, education or professional development
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