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Job Description 
	Job title:
	Rankings and Accreditation Officer

	Department/Faculty:
	School of Management 

	Grade:
	6

	Location:
	10 East 


	Job Purpose 

	ABOUT THE SCHOOL OF MANAGEMENT
The University of Bath School of Management is the international business school of the University of Bath. Our extensive offerings encompass undergraduate, postgraduate, and PhD programmes, alongside tailored executive education options for both individuals and organisations. With a dedicated team of over 100 teaching and research professionals, complemented by a support staff of around 90 managerial and administrative experts (referred to as Professional Services, ‘PS’), we cultivate a vibrant learning environment.

Consistently recognised for excellence, our School proudly ranks among the top 5 in the UK across prominent national undergraduate rankings, including The Times & Sunday Times Good University Guide 2024, The Guardian University Guide 2024, and the Complete University Guide 2024. Notably, our Marketing programme has secured the top position since 2017, according to the Complete University Guide 2024. Accredited by both EQUIS and AMBA, we remain committed to delivering exceptional education and driving impactful research in the field of business management.

ABOUT THE DEAN’S OFFICE 

This role will form part of the broader Dean’s office. Within the Dean’s Office resides a set of centrally held functions that are associated with SoM-wide impacts. 

The Dean’s Office is structured into sub-teams to reflect its delivery of the following SoM functions: Academic Coordination (which relates to the SoM’s facilitation of academic careers, including recruitment of faculty, induction and the management of academic workloads); Facilities Management (which relates to the management of the SoM building and other physical resources of the SoM, including IT infrastructure); Rankings and Accreditations Management (which relates to the range of activities, including information management and relationship-building with external organisations, that contribute to the SoM’s rankings and accreditation profile); and SoM Reception (which manages the SoM building’s team of receptionists).

ABOUT THE ROLE OF RANKINGS & ACCREDITATIONS OFFICER

Reporting to the Rankings & Accreditations Manager, and through them to the Head of Dean’s Office, the two Rankings & Accreditations Officers work as part of a close-knit team to achieve the School’s goals through collaboration and teamwork.

The role has two complementary parts:

1) Working within the School’s rankings’ group the post holder will: gather data and play a

critical role in data submissions to rankings organisations; conduct in-depth analysis of the

key rankings, monitor and critically analyse the School’s and competitors’ ranking

performance and create timely reports based on these analyses.

2) The post holder will plan and project manage the School’s submissions to the main

accreditation bodies. This will include the School’s first application to AACSB and the

renewal of our EQUIS and AMBA accreditation as well as programme-level accreditations

such as ACCA, CFA etc. Much of the data required by the rankings organisations are also

required by the accreditation bodies so there is cross-over in the two areas of work.

In fulfilling these functions, the post holder will foster and maintain a regular working

relationship with colleagues across the School of Management and with key personnel in the

rankings and accreditation bodies.




	Responsible to: 

	Rankings and Accreditation Manager 



	Staff management responsibility:

	No direct management.



	Special conditions:

	Occasionally some evening or weekend working may be required. Time off in lieu will be given. The post will also require occasional travel within or outside the UK.



	Duties and Responsibilities: 

	1
	Rankings: To maintain and improve the School’s performance in specific programme rankings by:

i. Working within the rankings’ team take responsibility for gathering and preparing materials to ensure the timely and accurate submission of data to the rankings.

ii. Supporting the appropriate Director of Studies in the analysis and development of programmes with respect to programme-level accreditation and rankings.
iii. Preparing analysis and reports to inform the rankings’ strategy of the School.
iv. Monitoring and analysing the School’s and competitor schools’ performance in rankings.
v. Analysing the rankings’ methodology and identifying key drivers and providing ‘what if’ analysis.
vi. Assessing new rankings, as and when necessary, providing advice regarding the School’s participation in these.
vii. In relation to rankings, informing the marketing team and helping with producing accurate and appropriate marketing messages.



	2
	Accreditations: To take responsibility for project managing all aspects of the process for accreditation for the School by the accreditation bodies AACSB, AMBA and EQUIS as well as programme-level accreditations as required. This will include:
i. Sourcing and collecting data, preparing, drafting and gaining agreement on documents, and editing final versions for accreditation submissions. 

ii. Managing the collection and analysis of information and checking it answers the requirements of the appropriate accreditation body.
iii. Managing the submission of data to the accreditation bodies.

iv. Rapidly building up knowledge of accreditation requirements and setting a clear project timeline for each submission. The post holder must be able to work under their own direction, calling on support when necessary, but taking the initiative and leading the process to a successful conclusion.  
v. Sourcing appropriate colleagues to provide input into the accreditation exercises, and confirming the nature and timing of their input.

vi. Confirming timelines for each reaccreditation exercise and keeping senior colleagues on track to meet the deadlines.

vii. Circulating appropriate documentation to colleagues in a timely manner.
viii. Preparing for and managing the accreditation visits to campus by the awarding bodies.


	3
	Management:
i. Project management of rankings and accreditation projects. No line-management is required.


	4
	Communications: 

i. Close collaboration will be required with busy senior academic and non-academic colleagues in the School, communicating with them in a professional and timely manner will be essential.  The ability to enforce tight, non-negotiable timelines that are set by the rankings and accreditation bodies in a sensitive and appropriate, yet effective, way is crucial. 
ii. Communicating with key personnel in the ranking and accreditation bodies, fostering an effective, professional working relationship will be essential.
iii. To assist the Marketing Team and others by providing data for marketing messages.


	5
	Teamwork:
i. To work closely with members of the Marketing team, the rankings’ group and other School professional services staff and academics.
ii. To provide practical support to other areas of the School when required.


	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.  
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Person Specification 

	Criteria
	Essential
	Desirable
	Assessed by

	
	
	
	App form
	Int
	Refs


	Qualifications & Training

	Degree or equivalent


	(
	
	(

	
	

	Project management qualification such as PRINCE2 
	
	(
	(
	
	

	Experience/Knowledge

	Proven track record of managing projects
	(
	
	(
	(
	

	Experience of working successfully to

deadlines under pressure
	(
	
	
	(
	

	Experience of successful team

working
	(
	
	
	(
	

	Experience in dealing with confidential or sensitive data with discretion. Clear understanding of GDPR requirements in handling data.
	(
	
	(
	
	

	Knowledge of rankings submissions for business schools would be an advantage
	
	(
	(
	
	

	Knowledge of accreditation processes for business schools would be an advantage
	
	(
	(
	
	

	Knowledge of the business

education sector, including pressures

on time of academics
	
	(
	(
	
	

	Experience of working in a higher education environment
	
	(
	(
	
	

	Skills

	Ability rapidly to assimilate

information and take control of a

project, working to a very tight

deadline
	(
	
	(
	(
	

	Highly developed communication,

interpersonal and influencing skills –

to work effectively with a wide range

of colleagues, especially senior-level

colleagues, keeping people on track and on time in a professional but effective manner
	(
	
	(
	(
	

	Excellent organisational and

prioritising skills
	(
	
	(
	
	

	Excellent standards of numeracy
	(
	
	(
	
	

	Excellent skills in researching, analysing and drawing meaningful conclusions from raw data 
	(
	
	(
	
	

	Excellent written and oral communication skills including fluent, concise and accurate report writing.
	(
	
	(
	
	

	Strong project management skills, being able to manage simultaneous activities 
	(
	
	(
	(
	

	Ability to prioritise and to work independently with minimal supervision
	(
	
	(
	(
	(

	Knowledge and experience in using Raiser’s Edge Database
	
	(
	(
	
	

	Attributes

	Accuracy and attention to detail
	(
	
	(
	(
	

	Capacity for independent working as

well as being enthusiastic about

contributing as an active member of

the team
	(
	
	(
	(
	(

	Adaptable and able to deal positively

with changing circumstances
	(
	
	(
	
	

	Ability rapidly to gain understanding

of accreditation bodies and

assessment requirements and rankings requirements
	(
	
	(
	
	

	Ability to communicate and motivate

others to work to a set schedule
	(
	
	(
	
	

	Excellent tact and diplomacy and an understanding of the collaborative skills

required to gather information


	(
	
	(
	
	

	Commitment to producing high quality work
	(
	
	(
	
	

	Commitment to high standards of professionalism including an awareness of commercial sensitivity


	(
	
	(
	(
	(

	Criteria
	Essential
	Desirable
	Assessed by

	
	
	
	App form
	Int
	Refs

	Results orientated, creative in overcoming obstacles
	(
	
	(
	(
	(

	Ability to prioritise and respond effectively as new projects are introduced
	(
	
	(
	(
	

	Ability to multi-task 
	(
	
	(
	
	

	Excellent IT skills with a high level of proficiency in Excel.  
	(
	
	(
	
	

	Excellent attention to detail
	(
	
	(
	
	


	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 and are able to do so currently and in the future. 


	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.

  

	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.

  

	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.

  

	Embracing change:

Adjusting to unfamiliar situations, demands and changing roles.  Seeing change as an opportunity and being receptive to new ideas.

 

	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.



	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.

  

	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.

  

	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. 

  

	Achieving results:

Planning and organising workloads to ensure that deadlines are met within resource constraints.  Consistently meeting objectives and success criteria.

  


