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Job Description
	Job title:
	Programme Officer (DBA)

	Department/Faculty:
	School of Management

	Grade:
	6

	Location:
	DBA Office


	Purpose of the job:

	This post holder will form part of the School’s DBA team, taking responsibility for aspects of administrative support for the DBA programmes and admissions, ensuring that services are efficient, effective and adapt to changing circumstances.  This post holder will also make decisions in conjunction with the DoS on applications to the programmes.   With support from the Head of Professional Doctorate Programmes, the post holder will be expected to lead and direct the workload of the administrative team, taking primary responsibility for the DBA operations and ensuring that administrative support is provided to ICHEM. 
The DBA team work together with the Professional Doctorate Officers and administrators and the wider Doctoral College, to develop common systems and processes standardised on best practice and ensuring that University regulations and procedures are adhered to.
The post holder will also be in regular communication with students (which may include matters of confidentiality) and potential applicants so the post holder will need to have excellent organisational skills, demonstrate a good use of initiative and be able to interpret and apply complex information).  
This is a busy and varied role which requires the post holder to communicate persuasively and tactfully with academic staff, to ensure cooperation and compliance with milestones in the academic year.  The post holder must be able to work to tight deadlines on his/her own initiative, and to learn new systems and procedures rapidly.



	Source and nature of management provided 

	Role reports to Head of Professional Doctorate Programmes.  Guidance on academic matters is available from the Assistant Dean for Post Education Experience and Directors of Studies. 



	Staff management responsibility

	Line management of the DBA Administrators, ensuring all tasks are completed efficiently.  Provide training and guidance to other members of the team as required. 



	Special conditions 

	Flexible working, including occasional evening hours, will be needed for special events.  This will generally be compensated by time off in lieu.




	Duties and Responsibilities: 

	A key post in the running of the School’s highly successful DBA programmes, the post-holder will oversee and contribute to the day-to-day administration of the DBA programmes as well as responsibility for making admissions decisions on applications. 
The post holder will ensure that every member of the team is fully conversant with processes and procedures to ensure that they can effectively contribute to any activities within the team. 


	1
	Strategic
i Ensure the DBA Office provides first class service to applicants, students, staff and visitors.  This will include leading and directing the workload of other DBA staff and support other members of the team and provide assistance and guidance where necessary

ii Act as main point of contact for admissions queries

iii To understand the School’s strategy in regard to recruitment and use these to guide admissions processes and decisions.  Support the the DBA DoS or equivalent in advising School’s Executive Board on future recruitment strategies
iv To understand the School’s strategy in regard to student experience and ensure that the administrative team provide appropriate support
v To standardise procedures based on best practice and to undertake regular reviews to ensure continuous improvement.  Liaise with the Doctoral College programmes and Admissions teams, Registry, the International Office and other key central sections of the University to be proactive and collaborative in supporting the development of improved systems and processes
vi Advising current students on programme and pastoral issues and referring on as appropriate
vii Acting as the main point of contact for queries originating from outside the DBA Office 

viii Assist with marketing as and when required to promote increased applications and high retention rates of the DBA
ix Using new technologies to advance efficiencies and conversion rate e.g. CRM system, social media platforms

x Identifying  key administrative tasks related to ICHEM with the ICHEM director 


	2
	Recruitment and Enquiry Management

i Making admissions decisions in conjunction with the DoS on applications to the School’s DBA Programmes from home and overseas students. Making judgements in conjunction with the DoS on unusual cases, such as when students do not meet standard criteria.    Gaining knowledge of national and international qualifications and other entry criteria.  Ensuring offers comply with University Regulations
ii Maintain records of actual recruitment against School and University recruitment targets.  Providing data to School’s Executive Board.  
iii Development of efficient systems to enable timely processing of applications.   Responsible for keeping applicants informed of progress with their admissions request.  This is vital to ensure applicants do not switch their applications to competitor institutions
iv Process applications, including accurate recording of data the University Student Record system and other databases with the aim of 100% accuracy
v Act as the point of contact for all matters relating to admissions to the degree programme

vi Monitor Request Tracker (web-based enquiry system) queues and respond to queries

vii Help to monitor the responses of applicants to decisions, produce regular reports using Business Objects and SAMIS and respond to requests for specific data and analysis
viii Record application decisions including offers and rejects using the SAMIS Software. Maintain operations knowledge of visa requirements.  Referring queries on visa and CAS issues to central support services in a timely way, as appropriate
ix Liaison with Admissions Office, Registry, International Office and other key central sections of the University.


	3
	Support for Teaching and Administration
xi Act as a point of contact for DBA programme students, staff and visiting professors, dealing with enquiries and providing support
xii Establish, maintain and use clear and effective means of communication with staff and students, i.e. email distribution lists, notice-boards, web pages etc
xiii Assist in the production of core programme information, updating regulations, materials, teaching aids and general handbooks
xiv Ensure that copies of all forms are up to date and appropriately available for use by students and/or staff
xv Assist with induction events and prepare pre-arrival information working with colleagues
xvi Provide administrative support to the Director(s) of Studies
xvii Provide administrative support on thesis supervision and the viva voce examination

xviii Prepare documentation for all relevant committees eg Research Students Committee, Examination Boards and Board of Studies

xix Allocating or implementing key administrative tasks related to ICHEM


	4
	Student Records

i Process all forms relating to changes in students’ circumstances

ii Be aware of the implications of the Data Protection, Freedom of Information Acts and UK Visas and immigration rules on the processing of student and staff data
iii Take responsibility for the creation and maintenance of accurate student records, in both paper and electronic formats, including liaison with the Student Records Office (SREO)
iv Track changes of degree programmes and unit choices on the University student records system.  Ensure that all student choices relating to their programme of study have been authorised, and are correct

v Liaise with Student Records, and other academic Departments regarding students’ unit choices as required

vi Maintain, update and archive all student files, handbooks and records on a regular basis

vii Set up and maintain a file for students registered with Learning Support and recording instances of individual mitigating circumstances
viii Develop systems to monitor student progress and assist in the management of suspensions, extensions and withdrawals



	5
	Problem Solving

i. Identify complex problems of student progression, and seek advice on their resolution with Director of Studies

ii. Advise students on programme eligibility, and to refer students to Student         Experience Officer for pastoral care 

iii. Resolve any problems associated with Student Records System (SAMIS). This is done in consultation with SREO and the SAMIS development team


	6
	Assessment

i Organise the receipt, collation and distribution of all student assignments for marking. Ensure that the administrative team records grades accurately
ii Retain & archive sample set of coursework 

iii Act as secretary to designated student issues committees (i.e. mitigation panels) to support effective departmental governance and decision-making, and to ensure that proper records are kept and accurate results are issued.  

iv Production of letters and results transcripts to be sent to students


	The post holder will, from time to time, be required to undertake other duties of a similar nature as may reasonably be required by his/her line manager.  

The post is School based and there may be occasions when the post holder’s role and skill set may be required elsewhere within the School, so flexibility will be essential.
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Person Specification
	Criteria
	Essential
	Desirable

	
	
	

	Qualifications

	Education to degree level or equivalent 
	(
	

	Experience Knowledge

	Substantial experience in an administrative support role preferably with experience of student administration or equivalent experience working in a busy office in an administrative role
	(
	

	Experience of working within the Higher Education sector
	
	(

	Experience of Research Degree Administration 
	
	(

	Knowledge of immigration regulations, overseas qualifications, international educational qualifications and external agencies such as UKCISA and UK NARIC
	
	(

	Good working knowledge of standard IT systems and databases 
	(
	

	Good working knowledge of university specific software (including SITS, Business Objects, Moodle, Agresso)
	
	(

	Experience of maintaining clear and accurate records
	(
	

	Experience of working well on own initiative, largely unsupervised, and as part of a team
	(
	

	Experience of effectively organising a busy workload with sometimes conflicting priorities, to meet deadlines
	(
	

	High level of literacy and ability to draft correspondence, reports, papers, briefing notes and service senior committees and / or Board meetings
	(
	

	Experience of managing others
	
	(

	Experience and sensitivity of working with people from a wide range of cultures.

	(
	

	Skills

	Excellent communication and interpersonal skills in order to communicate effectively and sympathetically with staff, students and members of the public. Ability to develop good working relationships. 
	(
	

	Able to coordinate resources and arrange events
	(
	

	Adaptable and flexible and able to learn new skills quickly
	(
	

	Capacity to manage and prioritise a high workload, often working to tight deadlines
	(
	

	Able to analyse and present complex data
	(
	

	Attributes

	Willing to take initiative, and be able to prioritise.
	(
	

	Able to develop good working relationships with staff at all levels; foster effective working relationships with Directors of Study, DTE and programme leads and supervisors and professional service leads.

	(
	

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


	Effective Behaviours Framework
The University has identified  a set of effective behaviours which  we value and have found to be consistent with high performance across the organisation. Part of the selection process for this post will be to assess whether candidates have demonstrably exhibited these behaviours previously. 

	Achieving results

  
	Planning and organising workloads to ensure that deadlines are met within resource constraints.  

Consistently meeting objectives and success criteria.

	Delivering excellent service

  
	Providing the best quality service to all students and staff and to external customers e.g. clients, suppliers. 

Building genuine and open long-term relationships in order to drive up service standards.

	Developing self and others

  
	Showing commitment to own development and supporting and encouraging others to develop their knowledge, skills and behaviours to enable them to reach their full potential for the wider benefit of the University.

	Embracing change

 
	Adjusting to unfamiliar situations, demands and changing roles. 

Seeing change as an opportunity and being receptive to new ideas.

	Engaging with the big picture

  
	Seeing the work that you do in the context of the bigger picture e.g. in the context of what the University/other departments are striving to achieve and taking a long-term view.  

Communicating vision clearly and enthusiastically to inspire and motivate others.

	Finding innovative solutions

  
	Taking a holistic view and working enthusiastically and with creativity to analyse problems and develop innovative and workable solutions.  

Identifying opportunities for innovation.

	Managing self and personal skills

  
	Willing and able to assess and apply own skills, abilities and experience.  

Being aware of own behaviour and how it impacts on others.

	Using resources


	Making effective use of available resources including people, information, networks and budgets.  

Being aware of the financial and commercial aspects of the University.

	Working with people

  
	Working co-operatively with others in order to achieve objectives. 

Demonstrating a commitment to diversity and applying a wider range of interpersonal skills. 
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