[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
	Academic Administrator

	Standardised Job description code
	GENAT-05
	Grade
	6

	Role Purpose

	Provide high-level administrative support for academic and student-related activities within the Faculty, ensuring the effective delivery of teaching, learning, and assessment processes. Work independently to manage academic administration, guide and supervise junior staff, and take initiative in resolving complex issues. Contribute to process development, policy implementation, and service improvement, applying specialist knowledge of academic systems and regulations to support the Faculty’s strategic and operational objectives.

	Grade Descriptors

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


	· Independently manages administrative processes and resolves matters, demonstrating proactive problem-solving skills.

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

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

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

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

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

	· Applies 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

	· Manage and coordinate the day-to-day academic administrative processes within the Faculty, using initiative to resolve issues and adapt to changing priorities. Examples include maintaining academic calendars, timetabling support, revising handbooks, supporting course reviews, organising open days, monitoring expenditure, and managing visitor and complex travel/visa arrangements.

	· Provide advice and guidance to Faculty members, students, and key stakeholders on academic administrative processes and procedures, ensuring compliance with University policies and regulations (e.g. admissions, student progress, examinations, and welfare matters). Provide support for queries, acting with tact and diplomacy, escalating matters appropriately.

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

	· Supervise and guide administrative members of the team, acting as a point of referral for organising, prioritising, and delegating tasks, and ensuring staff are informed of relevant changes in administrative practice or regulation.

	· Contribute to planning and continuous improvement of academic administration within the Faculty, assisting in setting standards, monitoring service effectiveness, and implementing process improvements to enhance quality and efficiency.

	· Gather, interpret, and present data to support operational and strategic decision-making, producing clear summaries and insights for use by senior colleagues and committees.

	· Produce and contribute to formal documentation, such as reports, policy updates, committee papers, and briefings, ensuring accuracy, confidentiality, and compliance with University standards.

	· Coordinate committee and governance support, including scheduling meetings, preparing agendas, recording decisions, tracking actions, and ensuring timely follow-up.

	· 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.

	· Act as the first point of contact for student-related matters, including admissions, examination, visa, and welfare queries, ensuring sensitive handling and appropriate escalation where required.

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

	· 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.  (For example, answering questions and processing information on applications, drafting offers letters and correspondence, managing inductions for new students, maintenance of student files, student progress and funding records within the Faculty and development of efficient protocols and procedures) 

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

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

	Selection Criteria
ESSENTIAL [defined by SJD] 

	· Proven experience of managing administrative processes and resolving issues with minimal supervision.
· Strong organisational skills, with the ability to manage a complex and dynamic workload independently, reprioritising and delegating as needed.
· Clear and confident communication skills, both written and verbal, with the ability to explain policies and procedures effectively.
· Ability to interpret complex regulations and procedures
· Ability to work on own initiative, yet to consult and collaborate accordingly 
· Excellent attention to detail and accuracy in handling tasks, data, and documentation.
· Demonstrated ability to develop professional relationships with a range of internal and external stakeholders.
· Proficiency in Microsoft Office, including Word, Excel, PowerPoint, and Outlook.


	Desirable

	· Experience of academic administration





	Date
	

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