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Job Description

	Job title:
	School Assistant Registrar 

	Department/School:
	School of Management

	Responsible to:
	Director of Operations

	Grade:
	8

	Location:
	Dean’s Office



	Job purpose

	The primary role of the Assistant Registrar is the administration of the School’s registry and secretariat functions, ensuring the effective operation of academic quality assurance and quality enhancement procedures, in partnership with the Associate Deans, Doctoral College, Centre for Learning and Teaching (CLT) and the Registry.

The postholder will work closely with a wide range of colleagues for whom learning and teaching matters are a key concern, taking the lead in some areas of work. Most
importantly, the postholder works closely with their Faculty Assistant Registrar colleague to deliver the full remit of the post for the Faculty.



	Source and nature of management provided

	Director of Operations with specific advice and guidance (on academic matters) from the Associate Dean Education



	Staff management responsibility

	Quality Support Officer



	Special conditions

	You will from time to time be required to undertake other duties of a similar nature as reasonably required by your line manager. 



	Main duties and responsibilities

	The Assistant Registrar is responsible for the smooth and effective organisation of the School Board of Studies, School Learning, Teaching and Quality Committee and any other committee or working party associated with the operation of the School as appropriate. The postholder advises committees on administrative procedures in order to facilitate business and ensure that regulatory requirements are met and advises School staff (academic and non-academic) on the University Regulations, Quality Assurance (QA) Code of Practice, associated processes and procedures.

The post involves a considerable degree of autonomy in the day-to-day organisation of work. The responsibilities of the role are divided between two Faculty Assistant Registrars, each post holder taking the lead on different key aspects of the role.

	1
	To provide specialist expertise and guidance to other staff:
i Advice on and effective scrutiny of the programme lifecycle development, implementation, monitoring and withdrawal.
ii Expertise on the content of the QA Code of Practice to all School staff.
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	iii General operational support and advice to academics, administrators and/or students on student related matters.
iv Procedural advice and guidance to the Dean, Associate Deans, Departments, Committee members and other University staff in relation to University Regulations/Procedures and the Quality Assurance Code of Practice.
v Advice to staff (and students) regarding academic appeals and assessment offences.
vi Providing a key channel for two-way communications between Central functions (including CLT, Academic Registry & University Secretariat) and Departments.
vii To work in close collaboration with the School’s Team Managers.

	2
	To monitor, and where appropriate, provide reports on key Faculty activities including:
i Drafting and compilation of quality-related overview reports required at institutional-level in relation to such matters as annual monitoring, curriculum review activity and committee effectiveness.
ii Drafting of annual reports on student complaints, academic appeals and assessment offences.
iii Advice related to institutional and collaborative agreements.
iv Supporting institutional and departmental preparations for external academic reviews (professional accreditation) including HEFCE / Office for Students reviews.

	3
	To promote policy and procedural compliance at Faculty level by such activities as:
i Assuring the quality of all documentation / reports prior to their submission for Committee approval.
ii Interpreting, and developing further where necessary, procedural guidance for all Faculty staff in collaboration with Academic Registry / CLT.
iii Collecting and providing evidence of compliance as required by Committees for the purpose of institutional reviews/audits.
iv Knowledge, application and promotion of University governance.

	4
	To manage curriculum development activities such as:
i	Advising on, and facilitating, the approval of unit and programme changes. ii   Ensuring approved curriculum changes are recorded, implemented and
communicated appropriately.
iii Reviewing and maintaining current provision; advising on, and facilitating, the approval of unit and programme withdrawal.
iv Coordinating curriculum design and new programme development in accordance with University and School strategy.
v Engaging in, and influencing, decision-making regarding quality asssurance and administrative systems associated with curriculum development.

	5
	To undertake other key activities in the fulfilment of the Assistant Registrar role including:
i		Ensuring that procedures for the establishment of collaborative partnerships are followed, including provision of advice to academic
departments in the context of University regulations and procedures.



	
	ii Managing and delivery of, or participation in, enhancement activities as appropriate, including project working groups.
iii Managing and co-ordinating the programme lifecycle process, in conjunction with others (e.g. CLT and Academic Registry) where required.
iv Evaluation and management of Academic Appeals and Examination and Assessment Offences.
v Provision of administrative support to School specific committees.
vi Working with the Associate Deans to build expertise in academic departments for quality assurance and quality enhancement activities.
vii Working with the Associate Deans to promote and disseminate best practice within the School and across the Faculties.
viii Working with the Dean, Deputy Dean, Associate Deans and Director of Administration to promote on-going performance improvements in line with the School’s growth aspirations and changing student expectations.

	6
	Strategic Team Leadership

i	The School Assistant Registrar contributes to the defining and delivery of strategic priorities in collaboration with other School PSS Team Leads.

	This is not intended as an exhaustive list of duties or a restrictive definition of the post but rather should be read as a guide to the main priorities and typical areas of activity of the post-holder. These activities are subject to change over time as priorities and requirements evolve and as such it may be amended at any time by the line manager
following discussion with the post holder.
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Person Specification

	Criteria: Experience/Knowledge
	Essential
	Desirable

	Ability to empathise with the higher education culture and to recognise the central importance of the student experience within administrative
policies and processes
	
	

	Good knowledge of policy developments in the higher education sector
	
	

	Understanding of academic culture relevant to a UK research-intensive university
	
	

	Significant experience of working collaboratively with academics in programme development
	
	

	Expert knowledge of the University’s Regulations and QA procedures
	
	

	Current knowledge of the national learning and teaching quality assurance and enhancement agenda in higher education, including the role of the Quality Assurance Agency and the
application of the Academic Infrastructure
	
	

	Experience of liaising with related bodies such as the HEFCE / Office for Students
	
	

	Management of collaborative provision
	
	

	Experience of the operation of committees, including planning and organising meetings in conjunction with the Chair, advising members,
minute-taking and report-writing, and co- ordinating actions & schedules of work
	
	

	Proven experience of realising goals which cut across organisational boundaries
	
	

	Knowledge of the political context of HE and future changes
	
	



	Criteria: Skills
	Essential
	Desirable

	Excellent oral and written communication skills, including the ability to build relationships, respect confidentiality, and the ability to deal with staff in
a sensitive, professional manner
	

	

	Strong interpersonal skills, to address a variety of needs and audiences, such as:
· acting as the point of contact for a range of individuals of all levels of seniority,
· contributing effectively to meetings,
· preparing, presenting or advising on formal academic policy documents and guidelines,
· maintaining and developing internal and external networks
	
	

	High level of organisational, operational planning and project management skills
	
	

	Ability to think strategically and develop and implement policy
	
	

	The ability to research, assimilate and organise
	
	



	large amounts of complex information, making appropriate decisions about the relevance of
information for particular audiences
	
	

	The ability to manage own workload across a broad range of activities, some of which may
have an annual cycle, others arising on a less predictable basis
	
	

	High level of expertise in use of standard desktop applications
	
	

	Be able to work to QA compliance
	
	

	Competent, conscientious and motivated with a methodical approach to work
	
	



	Criteria: Academic Qualifications
	Essential
	Desirable

	Education to degree level or equivalent
	
	

	Postgraduate degree or professional qualification
	
	

	Evidence of continuing professional development
	
	




	Effective Behaviours*

To be most effective in this role the University has identified a set of effective behaviours. These behaviours do not examine technical competence, rather they identify the behaviour patterns that are valued due to them being consistent with high performance across the organisation. This table identifies how the EBF applies to this role.

	Grade 8 Manager

	
Areas of influence
	
Across the University

	Managing self and personal skills
	· Acts as a role model to others by setting high personal standards in both verbal and non-verbal communication
· Represents the team with professionalism
· Fosters an open, transparent working environment
· Takes responsibility for actions of self and the team
· Does not lose sight of the vision in dealing with day-to-day pressures
· Breaks down ‘silo’ thinking and encourages a University wide perspective
· Develops an awareness of the wellbeing of all members of the team
· Negotiates to achieve satisfactory outcomes

	Delivering excellent service
	· Fosters a culture of continual reflection and improvements
· Proactively seeks feedback from customers, developing plans for and creating a culture of an outstanding student and customer service
· Plans effectively by developing procedures to support the achievement of strategic goals
· Develops operational plans that support the achievement of strategic goals



	Finding innovative solutions
	· Actively seeks new ideas and approaches from outside the University
· Empowers and supports others to innovate with creativity, managing associated risks as necessary
· Coaches and guides others in developing and implementing innovative solutions, encouraging others to take acceptable risks

	Embracing change
	· Leads by example in supporting the Faculty to break with traditional methods
· Able to articulate the drivers for change
· Communicates upwards to influence policy formulation
· Establishes and maintains the confidence and support of staff and peers before and throughout periods of significant organisational change through excellent interpersonal skills
· Receives and responds to constructive feedback from within the team to inform decision-making

	Using resources
	· Develops cross-service collaboration and is willing to share resources
· Identifies ways in which resources can be used flexibly and imaginatively for the benefit of the whole University within agreed limits
· Leads and develops internal networks to pursue a shared interest and influence events or decisions
· Deploys resources efficiently, at the right levels, delegating appropriately

	Engaging with the big picture
	· Interprets University-wide issues in order to inform decision-making processes
· Maintains an understanding of the higher education sector nationally and applies this knowledge to the local University context

	Developing self and others
	· Supports development opportunities for individuals
· Selects individuals for training and development fairly
· Supports line managers with complaints of inappropriate behaviour or performance, following the University policies and procedures
· Carries out team training needs analyses, identifying gaps and development opportunities
· Celebrates team successes, acknowledging the contributions of others
· Ensures that projects and incidents are evaluated and learning from mistakes and success is utilised for continual improvement
· Identifies, celebrates and encourages the strengths of individuals in the team and works on effectively addressing areas for improvement

	Working with people
	· Treats all members of the team with fairness and equity
· Works across organisational boundaries to develop relationships with other teams
· Reflects the principles of the University values in dealing with people and conducting business
· Celebrates the successes of others
· Is able to bring out the best in others
· Communicates effectively by sharing relevant information and keeping others informed

	Achieving results





	· Has the confidence say ‘no’ to activities that are less important or do not fit with Faculty priorities
· Knowledgeable about key stakeholders and how they may influence the work of the team
· Critically evaluates the success of projects to identify and disseminate lessons that can be learned
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