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	Role
	ACADEMIC ADMINISTRATOR

	Standardised job description code
	GENAT-06
	Grade
	7

	Role Purpose

	Provide operational leadership for academic administration within the Faculty, ensuring the effective delivery of student, teaching, and assessment processes. Lead and develop a small team of administrative staff, take ownership of complex academic procedures, and implement improvements to enhance operational efficiency, quality assurance, and the student experience. Serve as a key advisor to academic colleagues and committees, applying expert knowledge of university regulations and policies.

	Grade Descriptors

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


	· Provides leadership and oversight to a small administrative team, fostering professional development, performance management, and accountability.

	· Plans, coordinates, and monitors budgets, resources, projects, and operational priorities to ensure effective delivery of Faculty objectives.

	· Demonstrates extensive expertise in academic administration, University regulations, and operational best practice.

	· Leads comprehensive analysis and interpretation of complex data to inform strategic decision-making and policy development.

	· Prepares detailed reports, briefings, and recommendations for committees and senior stakeholders to support informed decision-making.

	· Cultivates strong relationships with internal and external stakeholders to facilitate collaboration, compliance, and achievement of Faculty goals.


	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

	· Lead and oversee the delivery of academic administration within the Faculty, proactively identifying issues, developing solutions, and implementing process improvements to enhance operational efficiency, quality assurance, and the student experience.

	· Provide leadership, mentorship, and guidance to a small team of administrative staff. Allocate work, monitor performance, support professional development, and ensure adherence to University policies, procedures, and best practice.

	· Take overall responsibility for the administration of graduate and postgraduate recruitment and admissions, developing and implementing effective procedures, coordinating outreach and recruitment activity, maintaining accurate records, and ensuring compliance with University regulations.

	· Lead the administration of examinations and assessments, advising Chairs of Examiners and committees, ensuring compliance with confidentiality, quality standards, and University regulations, and providing procedural guidance to academic colleagues.

	· Lead the gathering, collation, analysis, and interpretation of academic and administrative data. Prepare detailed reports, provide recommendations to committees and senior stakeholders, and support evidence-based decision-making.

	· Monitor and manage budgets for academic departments and initiatives, allocating resources effectively to support Faculty priorities, academic programmes, and strategic projects.

	· Build and maintain strong relationships with internal and external stakeholders, including academic staff, central University teams, and external partners. Advise on academic policy, procedures, and best practice, ensuring the Faculty remains compliant and informed.

	· Maintain and develop expertise in academic policies, teaching standards, and regulatory frameworks. Lead initiatives to improve administrative processes, enhance compliance, and strengthen the student experience.

	· Prepare, service, and report to relevant committees regarding academic administration, ensuring decisions are communicated, actioned, and followed up. Participate in forums, working groups, and cross-departmental initiatives to share best practice.

	· Liaise with relevant departments within and outside the university, keeping abreast of developments in academic administration, and regulation changes at university national and international levels, proposing and implementing changes as appropriate and advising academic colleagues.

	· Develop and maintain knowledge of academic affairs, teaching policies and quality assurance arrangements, to proactively support the academic community. Attend relevant seminars and training to ensure the Faculty is up-to-date with current university policy and ensure staff are informed and trained as necessary.

	Selection Criteria
ESSENTIAL [defined by SJD] 

	· Educated to degree level or equivalent experience.
· Significant experience in academic administration within higher education, including oversight of processes, procedures, or projects.
· Proven ability to lead and manage a small team, including mentoring, performance oversight, and workload allocation.
· Demonstrated ability to identify problems, propose practical solutions, and implement improvements to enhance operational efficiency and service quality.
· Excellent communication skills, with the ability to communicate effectively with a diverse range of stakeholders, including academic staff, students, and external partners.
· Strong organisational and project management skills, with the ability to prioritise competing demands and manage complex workloads independently.
· Competency in IT systems relevant to academic administration, including Microsoft Office.
· Ability to interpret, apply, and advise on complex University regulations, policies, and procedures.
· Strong analytical and reporting skills, with the ability to produce clear, accurate, and actionable information for senior stakeholders.
· Accuracy, attention to detail, and commitment to compliance and quality assurance.
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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





