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	Role
	Senior Course Administrator

	Standardised Job description code
	GENAT-02
	Grade
	6

	Role Purpose

	This role independently manages a wide range of academic administrative processes, ensuring smooth day-to-day operations across course administration, student support, and examinations. The postholder applies their expertise in university systems and regulations to deliver high-quality services, resolve complex issues, and support continuous improvement. They supervise and guide junior team members, contribute to decision-making and reporting, and take ownership of quality assurance within administrative operations. Acting as a key point of contact for staff and students, they ensure consistent, accurate service delivery in line with University policies.

	Grade Descriptors

	[high level core purpose commensurate with grade descriptor] =not to be edited


	· Independently manage administrative processes and workstreams, demonstrating proactive problem-solving skills and resolving matters within their own area of responsibility.

	· Provide supervision and/or guidance to junior staff members within the department, fostering their professional development.

	· Participate in collaborative decision-making processes regarding administrative tasks, suggesting and implementing enhancements to existing procedures to drive improvements.

	· Take ownership of the quality assurance within administrative operations, establishing and refining protocols as necessary.

	· Gather, interprets and collate information or data, for interpretation by others to support informed decision-making.

	· May contribute sections to comprehensive papers/reports, ensuring accuracy and relevance of information presented.

	· Apply expertise in relevant systems, processes, policies and procedures to drive standards for the administrative service. 


	CORE RESPONSIBILITIES [high level work which applies to multiple employees] 

	Guidance on what can be changed can be found in the Toolkit for Managers & HR
Changes to core responsibilities must be checked and verified at local HR level to ensure edits are appropriate and remain within grade descriptor boundaries described above

	· Act as a point of contact to manage the day-to-day administrative processes and procedures for [undergraduate/postgraduate courses] and [course tutors, assessors, supervisors, examiners and students], using initiative to resolve issues and deal with changing priorities within the team. (For example, planning/scheduling of courses, ensuring course regulations are up to date, drafting changes to exam regulations, revising handbooks, gathering and interpreting data for management, organising field trips, keeping track of expenditure, visitor arrangements and complex travel/visa arrangements)

	· Provide student support for student enquiries related to course registration, schedules and other academic or welfare concerns, acting with tact and diplomacy, escalating matters appropriately. 

	· Be a point of referral for students regarding visas and performing right to work checks – ensuring processes and procedures are adhered to, liaising with the Staff Immigration team where appropriate, records management and perform right to work checks

	· Support the administration of examinations ensuring correct examinations procedures are followed, in adherence with confidentiality and compliance with the Data Protection Act (i.e., providing support and procedural advice to the Chair of Examiners and their Boards)

	· Provide advice and guidance in relation to administrative processes, procedures and enquiries for recruitment and admissions arrangements in line with University regulations, policies and procedures, interfacing where appropriate with the Graduate Admissions Office.  (i.e., answering questions and processing information on applications, drafting offers letters and correspondence, managing inductions for new students) 

	· Assist with setting standards for the delivery of the administrative service, monitoring effectiveness and making improvements to the quality of the course provision.

	· Supervise and guide administrative members of the team, acting as a point of referral for organising, prioritising, delegating tasks and keeping team members up-to-date with information or administrative developments.  Provide training to more junior colleagues

	· Keep up-to-date with regulation changes at university national and international levels, implementing changes as appropriate.

	· Provide administrative oversight to payments, invoicing, information for budget preparation and monitoring relevant expenditure against budgets in liaison with Finance, ensuring compliance with University policies and procedures.

	· Coordinate committee work, including organising business, preparing agendas and ensuring actions are dealt with in a timely manner.

	· Participate in forum/committee/working group to share information and exchange ideas on best practice.

	· [if relevant] Deliver elements of course related induction for students and tutors (include system/platform)  

	Selection Criteria
ESSENTIAL [defined by SJD] 

	· Specialist knowledge of graduate education including examination procedures
· Previous experience in a lead or supervisory role.
· Excellent organisational skills with proven ability to independently manage a demanding and dynamic workload with conflicting deadlines.  Prioritisation and workload management/delegation experience
· Ability to negotiate acceptable compromises with key staff relating to workload and deadlines if required
· Strong IT skills in a variety of applications, including but not limited to Microsoft Office, relational databases, internet and web-authoring packages
· Experience of working in higher education or a similar environment
· Experience of working with confidential and sensitive information
· Excellent communication and interpersonal skills
· Ability to interpret complex regulations and procedures
· Ability to work as part of a team in a busy office environment


	Desirable

	· 



	Date
	

	Edits to core responsibilities checked & verified against grade descriptor by {Departmental HR contact}:
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