[image: ] Step 1 Review the standardised job description
Step 2 Consider what core responsibilities and selection criteria need amending, bearing in mind they should still reflect the grade descriptors (to be verified by local HR)
Step 3 Once the review is completed, please copy the final list of responsibilities and selection criteria to the University job description template
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	Role
	Graduate Studies Administrator

	Standardised job description code
	GENAT-03
	Grade
	5

	Role Purpose

	To provide high-quality administrative support for graduate admissions and on-course student progression, ensuring efficient processes, compliance with university regulations, and a positive student experience. Acting as the first point of contact for students and academics, the role involves advising on processes and policies, maintaining accurate records, and signposting students to relevant support services.

	Grade Descriptors

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


	· Deliver administrative processes, providing guidance and support to ensure efficient, accurate execution of tasks and adherence to relevant policies, procedures or regulations.

	· Take responsibility for planning own tasks and contribute to short-term projects or coordinate activities related to organising, prioritising and planning time/resources in supporting day-to-day operations.

	· Propose improvements to administrative procedures, interpreting customer needs, and often contributing to decisions impacting the administrative service provision. 

	· Engage in daily communication and networking to cultivate professional relationships and facilitate the mutual exchange of information.

	· Communicate effectively, considering the audience and ensuring clear and precise communication.

	· Apply practical understanding of procedures to identify and swiftly resolve administrative matters, using initiative to make considered judgements when juggling multiple demands.

	· Possess a comprehensive understanding of relevant systems and procedures, continuously pursuing specialist development, and applying this expertise to support administrative needs effectively.


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

	[bookmark: _GoBack]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

	ADMISSIONS

	· Take responsibility for the graduate admissions process, application and offer timelines and open days. 

	· Act as a point of contact for academics and new students, providing administrative support, guidance and signposting to relevant university services.

	· Act as the main point of contact for all queries relating to graduate study and offer guidance to prospective students alongside the provision of documentation.  For example, liaising with student immigration regarding visa enquiries, liaising with applicants over the outcome of their application and funding decisions, tracking and monitoring offers/funding and updating course materials/handbooks.

	· Maintain accurate records of applications, tracking offers, funding, and admissions data while ensuring compliance with university policies.

	· Build and maintain relationships with relevant University bodies, participating in admissions network groups to share best practices and insights.

	· ON-COURSE SUPPORT

	· Provide advice and guidance to applicants, students and academics on matters relating to on-course administration.

	· Maintain and update student records on the University’s student records system in a timely manner, including processing extensions, suspensions or status updates, supervisor arrangements, visa monitoring, progress tracking and reporting.

	· Support the organisation of timetables, assessments and exam boards.  Contribute to the organisation and delivery of student induction programmes.

	· Support the administrative aspects of examinations process, keeping students informed of procedures and deadlines, processing results. Work with the Chair of Examiners to appoint assessors and ensure compliance with exam regulations.

	· Support analysis of student feedback, contribute to the development and updating of course materials, handbooks, webpages and course-related events.

	· GENERAL

	· Provide administrative support to relevant Committees, preparing agendas, supporting materials, drafting minutes and following up on decisions.

	· Ensure compliance with the General Data Protection Regulation (GDPR) and other relevant legislation in handling confidential student information.

	· Participate in graduate administration networks, contributing to the development of best practices and process improvements.

	· Foster collaborative relationships with the department and across the University to facilitate the sharing of resources and information related to graduate administration.

	Selection Criteria
ESSENTIAL [defined by SJD] 

	· Good level of general education to A-Level standard or equivalent
· Strong administrative skills, preferable gained in higher education or a similar field
· Excellent written and verbal communication skills, including a high level of personal discretion and judgement especially when dealing with sensitive, confidential information
· Strong organisational skills and ability to independently manage a demanding and dynamic workload, prioritising competing demands accordingly
· Ability to quickly acquire comprehensive knowledge and understanding of complex procedures
· Excellent IT skills, including MicroSoft Outlook, Word and Excel, and experience of using databases to record and maintain information
· A proven ability to work accurately and independently using own initiative and work to tight deadlines



	Desirable

	
· Experience of working within academic administration
· Experience of interpreting and communicating policies and regulations



	Date
	

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