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Job Description

	Job title:

	Assessment Manager 

	Department/School:

	School of Management

	Location:

	School of Management, 10E



	Job purpose


	The Assessment Manager

Undertakes a critical role in delivering high‑quality undergraduate and postgraduate assessment practice across the School of Management (School). The post‑holder provides effective operational management and professional leadership for the Assessment team, including direct line management of the Assessment Administrators and Assessment Officer, supporting performance management, skills development, wellbeing and engagement. 

Works closely with the Head of Undergraduate and Assessment Operations, Assistant Registrars, Programme Teams (all levels), Central Registry, Associate Deans and other academic and professional colleagues. Takes responsibility for the planning, development, coordination and oversight of assessment-related administrative and operational processes, including departmental timetabling requirements. 

Ensures these processes are efficient, effective, compliant, and responsive to changing academic and regulatory requirements, supporting a consistent, accessible and positive experience for both staff and students.



	Source and nature of management provided 


	Head of Undergraduate and Assessment Operations



	Staff management responsibility


	Line management of the Assessments Team (3 administrators and 1 officer)  



	Special conditions 


	Due to the time dependent nature of marks processing, flexibility and adaptability in regard to proportion of time spent on specific duties is essential.  The post-holder may occasionally be required to undertake duties outside of standard University hours including evenings or weekends where the business need arises.   

The post-holder will ensure full compliance with all General Data Protection Regulations and any relevant University policies and guidelines.




	Main duties and responsibilities 


	

	1
	Management and Leadership:

· Provide operational leadership, line management and strategic workforce planning for the School’s Assessment Team, including recruitment, induction, performance management, staff development, wellbeing and resource allocation. 
· Be accountable for managing team member workloads, identifying and mitigating risks, and ensuring sufficient capacity to meet assessment delivery deadlines and peak activity periods.
· Motivate the Assessment team by providing continued support and timely guidance, particularly in relation to any updates or changes to the University’s regulations and guidance.
· Oversee the servicing of Exam Boards and ensure any follow up actions post Exam Boards are compliant with university and sector regulations.
· Contribute to the recruitment, scheduling and training of exam invigilators and assistant invigilators, ensuring clear communication and well-defined expectations.


	2
	Operations:

· Lead and manage the operational delivery of assessment operations and marks processing across the School, ensuring robust quality assurance, accurate information flows, compliant assessment administration, and timely support for Boards of Examiners, IMC panels and related activity.
· Act as the School’s lead expert (in consultation with Assistant Registrars) on assessment regulations, providing advice and guidance on assessment processes and complex cases to ensure consistent and compliant practice.
· Manage the operational interface between academic staff and relevant Registry functions, including Exams and Timetabling Offices, ensuring coordinated working, clear communication and resolution of issues. 
· Interpret and apply relevant and complex Codes of Practice, ensuring quality assurance and enhancement requirements are met, and maintain an up-to-date awareness of internal and external audit requirements.
· Ensure effective operational arrangements are in place for student registration for examinations and assessments, including liaison with Directors of Studies and academic colleagues regarding implementation of special requirements and non‑standard assessment arrangements.
· Identify and manage complex operational issues relating to student progression, assessment outcomes and student records, advising senior School colleagues on appropriate action and coordinating with Registry, SREO and the SAMIS development team to support timely and compliant resolution.


	3
	Information Management:

· Ensure that all assessment‑related processes and procedures are compliant with University regulations, policies and procedures, and relevant external or professional body requirements, and remain efficient, effective and responsive to changing academic, regulatory and quality‑assurance frameworks.
· Oversee the selection and management of assessment scripts for moderation, External Examiner review, and permanent retention, in accordance with University assessment and records retention policies.
· Advise on the interpretation of Disability Advice reports and support the design and implementation of alternative assessment proposals approved through the Board of Studies.
· Maintain accurate, comprehensive and auditable assessment records, including alternative assessment arrangements, assessment decisions and Board of Examiners documentation, and use these records to support Academic Reviews, Appeals, Boards of Inquiry and internal and external audit.


	4
	Process Improvement and Consistency:

· Work collaboratively with the Head of UG and Assessment Operations to develop, implement and ensure adherence to assessment related policies, procedures and systems. 
· Proactively identify opportunities for improvement and effective use of appropriate technologies. 
· Develop, implement and maintain, standardised best practice business processes to ensure the accurate and timely collection and collation of marks, presentation of supporting information to Board of Examiners, and production of Board documentation, including reports, pass lists and minutes.  
· Provide advice and guidance to academic colleagues on marking, moderation and assessment processing requirements to support consistent and compliant practice.  


	5
	Planning:
The post holder will support the School’s strategic planning and priorities by:

· Taking proactive responsibility for forward planning and resource allocation within the Assessment Team, managing workloads, identifying and mitigating risks, and preparing for peak assessment periods to ensure that delivery deadlines, quality and standards are consistently met.
· Analysing, monitoring and reporting assessment trends, data and School-wide issues to inform decision making by Associate Deans and senior colleagues, and to support student progression and graduation. 
· Overseeing the planning, coordination, servicing and reporting of Boards of Examiners and associated panels, ensuring effective scheduling, accurate documentation, timely follow‑up actions and compliance with University and sector regulations.
· Planning and implementing new initiatives and changes to assessment processes for taught programmes, effective delivery and alignment with institutional requirements. 
· Ensuring appropriate adjustments are planned and implemented to support students’ sensory and physical access requirements, in accordance with Disability Access Plans (DAPs).


	6
	Information and Communication:

· Build and maintain effective collaborative relationships with key internal and external stakeholders, including academic staff, professional services colleagues, Associate Deans, External Examiners and central University teams, acting as a trusted point of contact for assessment‑related matters.
· Provide expert advice, consultation and operational guidance on assessment processes, regulations and timelines, including the application of complex or non‑standard regulations for individual students where there are implications for student wellbeing or risk
· Gather, analyse, and disseminate relevant assessment‑related information across the School, including the sharing of good practice, to support informed decision‑making and continuous improvement.
· Liaise and network with relevant University departments and the Assistant Registrars on assessment regulations, developments and initiatives, ensuring alignment with institutional requirements and consistent good practice. 


	7
	Reporting:

· Responsible for the thorough and accurate production of reports for consideration by the School Board of Studies, capturing key discussions and outcomes of Boards of Examiners to ensure the accurate conferment of awards.
· Apply expert knowledge of University assessment regulations to identify, manage, and report on complex or non‑standard assessment cases.
· Produce clear, well‑reasoned reports and briefings for a range of stakeholders, including Directors of Studies, Chairs of Exam Boards, Associate Deans, Unit Convenors, and other senior academic and professional colleagues.


	8
	Other
· The University’s assessment procedures must remain responsive to regulatory requirements, while the School’s teaching provision must adapt to changing student needs. As a result, this role may evolve over time to reflect these developments.
· General support duties to ensure the smooth running of the assessment and teaching timetables in the School.  To include supporting and sharing work with colleagues at peak activity periods.
· To be responsible for initiating collaboration with key departments and services, e.g. Exams Office, Registry and SREO, to ensure a seamless process which meets the needs of all departments. 
· Be aware of the implications of the Data Protection and Freedom of Information Acts on dealing with student and staff data.


	
You will from time to time be required to undertake other duties of a similar nature as reasonably required by your line manager.  You are required to always follow all University policies and procedures and take account of University guidance
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Person Specification
	Criteria:  Qualifications and Training

	Essential
	Desirable

	A first degree or equivalent experience at a managerial or leadership level.

	P

	



	Criteria:  Knowledge and Experience

	Essential
	Desirable

	Working knowledge of assessment processes and the relevant regulatory framework, including University regulations and sector codes of practice.
	P
	

	Knowledge of administrative and support systems, process design and improvement
	P
	

	Leadership experience, with a proven ability to develop and motivate others
	P
	

	Demonstrated experience providing analytical and strategic advice to more senior leaders
	P
	

	Experience of managing and delivering projects
	
	P

	Proven ability to explain analytical findings clearly and effectively to others
	P
	

	Initiation and management of strategic and operational change
	
	P


	Demonstrated ability to translate strategic priorities into effective operational practice.
	P

	

	Advanced digital and IT skills, including Excel, planning tools, and university assessment and data systems.
	P
	

	Experience of influencing and assisting with policy formulation within the higher education sector
	P
	

	Relevant experience gained working in a higher education setting.
	P
	

	Up‑to‑date knowledge of sector‑level policy and challenges, and the ability to apply this insight proactively to operational practice within the School.
	P

	



	Criteria: Skills and Aptitudes

	Essential
	Desirable

	Strategic thinking and planning skills, with the ability to convert these to operational plans
	P
	

	Ability to develop innovative solutions and to influence others to adopt them
	P
	

	Well-developed influencing and relationship-building skills
	P
	

	Effective communication, negotiation and diplomatic skills
	P
	

	Ability to positively challenge existing practices constructively to drive improvement.
	P
	

	Strong leadership capability, with the ability to work collaboratively while building and leading effective teams.
	P
	

	Demonstrated ability to liaise and collaborate effectively with colleagues and stakeholders across organisational boundaries.
	P
	

	Ability to work independently
	P
	

	Excellent analytical skills and problem-solving capability
	P
	

	Willingness to embrace change and bring positivity to the workplace
	P
	

	Project management and organisational skills
	P
	

	Experience of analysing complex assessment or university related information and producing clear, accessible, and regulation‑compliant reports.
	P
	

	Experience of training delivery and ability to facilitate and conduct small group training sessions
	
	P



	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 7 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
· Takes responsibility for actions of self and the team
· Ensures regular, clear and consistent communication
· Respects confidentiality and demonstrates sensitivity when dealing with team issues

	Delivering excellent service
	· Interprets rules and regulations flexibly to balance customer and University needs
· Embeds a culture of continual reflection and improvement in team practices
· Implements operational plans that support the achievement of strategic goals

	Finding innovative solutions


	· Remains open to and applies best practice and fresh ideas from inside and outside the University 
· Actively seeks new ideas and approaches from across the University in order to improve efficiencies and resolve issues
· Coaches and guides others in developing and implementing innovative solutions, encouraging others to take acceptable risks 

	Embracing change

	· Leads by example in supporting the School’ 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

	· Shares good practice with other parts of the University
· Aware of responsibility to University and funders in using resources
· Shares resources across School’ team to advance objectives and achieve outcomes 
· Identifies ways in which resources can be used flexibly and imaginatively for the benefit of the School’ within agreed limits 
· Deploys resources efficiently, at the right levels, delegating appropriately

	Engaging with the big picture
	· Interprets School’-wide issues in order to inform decision-making processes
· Maintains an understanding of the University context and applies this knowledge to the School’

	Developing self and others









	· 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
	· 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 School’ priorities 
· Gains buy-in from others without direct authority 
· 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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