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Introduction 
 

The University 
 
Welcome to the University of Oxford. We aim to lead the world in research and education for the 
benefit of society both in the UK and globally. Oxford’s researchers engage with academic, 
commercial and cultural partners across the world to stimulate high-quality research and enable 
innovation through a broad range of social, policy and economic impacts. 
 
We believe our strengths lie both in empowering individuals and teams to address fundamental 
questions of global significance, while providing all our staff with a welcoming and inclusive 
workplace that enables everyone to develop and do their best work. Recognising that diversity is our 
strength, vital for innovation and creativity, we aspire to build a truly diverse community which 
values and respects every individual’s unique contribution. 
 
While we have long traditions of scholarship, we are also forward-looking, creative and cutting-edge. 
Oxford is one of Europe's most entrepreneurial universities. Income from external research contracts 
in 2015/16 exceeded £537.4m and we rank first in the UK for university spin-outs, with more than 
130 companies created to date. We are also recognised as leaders in support for social enterprise. 
 
Join us and you will find a unique, democratic and international community, a great range of staff 
benefits and access to a vibrant array of cultural activities in the beautiful city of Oxford.   
 
For more information please visit www.ox.ac.uk/about/organisation   

 

University Administration and Services  
 
University Administration and Services (UAS) is the collective term for the central administrative 
departments of the University. UAS comprises structures to:  

 support the University’s core academic purposes of teaching, learning and research;  

 ensure the University can meet the requirements of government, funding bodies and 
other external agencies; and  

 Facilitate the attainment of the objectives set out in the University’s Strategic Plan. 
 
The offices of the UAS sections are spread across the city centre, with the main University Offices 
located in Wellington Square.  
 
For more information please visit: http://www.admin.ox.ac.uk/ 
 

 
 

http://www.ox.ac.uk/about/organisation
http://www.admin.ox.ac.uk/
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The Vice Chancellor’s and Registrar’s Office  
 

The offices of the Registrar and the Pro-Vice Chancellors are located in the main University Offices 
in Wellington Square; the Vice-Chancellor is based in the Clarendon Building.   The Academic 
Registrar will report directly to the Registrar who is the head of University Administration and 
Services (UAS), with responsibility for the management and professional development of UAS staff 
and for the development of other administrative support.   The Academic Registrar will work closely 
with, and for, the Pro-Vice-Chancellor (Education) who is responsible for the University’s strategy 
and policies for teaching, learning, student support and admissions.   The Academic Registrar will 
also work with and for other Pro-Vice-Chancellors as required.  
 
 
For more information please visit: www.ox.ac.uk/staff/structure-and-organisation 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.ox.ac.uk/staff/structure-and-organisation
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Job Title:  Academic Registrar 

Division University Administration Services 

Department Vice-Chancellor and Registrar 

Location Wellington Square 

Grade  Grade ALC6  

Hours and contract Full time and permanent 

Reports To: The Registrar  

 
 

Overview of the role 
 
This is one of the University’s most senior non-academic roles, responsible for providing leadership 
and coordination across Oxford in the development of student-related services and operations, and 
for managing the Academic Administration Division (AAD) - one of the largest sections of the 
University’s central services (c.285 FTE). The successful candidate will need the ability and 
temperament to represent the University externally at a senior level.  The role thus has both a 
significant internal and external component and requires the ability to relate the one to the other.   
Internally, the Academic Registrar must have a sound understanding of the workings of the 
University and, externally, must have a substantial knowledge of the higher education sector and the 
challenges and opportunities which confront the sector.   
 
The Academic Registrar leads the Academic Administration Division, comprising the following 
sections: Undergraduate Admissions and Outreach, Graduate Admissions, Education Policy Support, 
Student Registry, Student Systems, Student Welfare and Support Services, the Careers Service, the 
Language Centre, the Oxford Learning Institute, Student Fees and Funding, and Sport. The post also 
carries responsibility for a range of communications functions, and line management responsibility 
for the Proctors’ Office.   A key responsibility will be the management of the budget for these 
services.  It is possible that other responsibilities may be added to the remit of the Academic Registrar 
as the administration continues to evolve and, in particular, in the light of changes in personnel in 
senior positions in the university administration. 
 
As well as managing and coordinating the above centrally provided services, a key function of this 
post is to support all aspects of the work of the Pro-Vice-Chancellor (Education), and the work of the 
University’s Education Committee and its various panels and sub-committees, each of which carries 
responsibility (under Education Committee and Council) for an area relating to the University’s 
educational provision and services for students. 
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The provision of education in Oxford, and associated student support services, operates on a 
devolved basis, with responsibility for the delivery of many functions resting wholly or in part with 
individual departments, faculties, divisions and colleges.  
 
Those responsible for these services based in UAS, work in close partnership and collaboration with 
divisional offices, departments and faculties, and colleges, as well as with individual academic and 
administrative staff within them. 
 
It is essential that the Academic Registrar develops excellent relationships across Oxford  (in 
particular with senior administrative officers in the four academic divisions and Continuing 
Education), and provides appropriate leadership to all those involved in developing teaching and 
learning and student support services, and equally that she/he ensures that each section of UAS has 
similarly effective working relationships by means of structured and regular communications and an 
effective communications strategy. 
 
 

Responsibilities/duties 
 

1. Responsibility for the operation and performance of the University’s central registry 
functions, including the central admissions and funding teams, on-course student 
administration, and examinations and degree ceremonies. This work includes responsibility 
for the operation and development of the relevant processes, management of the central 
staff who deliver them, and the development and implementation of effective IT systems to 
support them. This will require especially close working with colleagues in IT Services, and 
with relevant officers in colleges and departments. 
 

2. Management and development of all centrally provided student services, including provision 
for student health and welfare, the Student Counselling service, the Careers Service and the 
Sport department. 
 

3. Management and development of other central services, specifically the Oxford Learning 
Institute, the Language Centre, and the Proctors’ Office.  
 

4. Supporting the Pro-Vice-Chancellor (Education) and Council’s Education Committee in 
leading the development and implementation of the University’s strategies for teaching and 
learning, and student support; contributing to the development of policy and strategy on all 
matters for which Education Committee is responsible, including its international strategy 
and making an appropriate contribution to the University’s membership of organisations 
such as LERU; and ensuring that agreed policy is translated into effective operational practice 
and procedures. This work requires close and effective relationships with divisions, faculties 
and departments, the Conference of Colleges, and the Oxford Student Union (Oxford SU), as 
well as with divisional and Conference committees, and other representative groups. 
 
 



 

6 
 

 

5. Liaison with the Oxford SU, in particular with the sabbatical officers who represent Oxford SU 
within the University’s governance structures and the Chief Executive. 
 

6. Maintenance of strong working relationships with the Conference of Colleges and its principal 
officers, as well as with the Chairs and members of principal Conference committees. This 
includes in particular the Senior Tutors Committee, Domestic Bursars Committee, and the 
Estates Bursars Committee. The post holder will also need to develop excellent working 
relationships with individual heads of house and the key officers of individual colleges. 
 

7. Development of policy advice and strategy on financial support for both undergraduate and 
graduate students (both home/EU and international), taking account of national and 
international policy developments, and the need to ensure effective implementation of any 
agreed student support packages. 
 

8. As indicated in point 1, the post holder will play a key role in overseeing the development of 
Oxford’s student information systems and in applying innovative IT solutions to student 
support and services. This will require close liaison with the Chief Information Officer and IT 
colleagues, and with academic and administrative colleagues in departments and colleges, as 
well as with students. IT provision at Oxford is highly devolved, and effective liaison with, and 
understanding of, a large and diverse user base is very important.  
 

9. Oversee the development and implementation of institutional academic policy and the 
University’s quality, standards and regulatory framework and academic governance, ensuring 
that all aspects of student administration and academic quality assurance and enhancement 
are aligned with the strategic aims of the University and compliant with internal/external 
requirements. 
 

10. Provide effective leadership to all areas within the Academic Administration Division 
including Undergraduate Admissions and Outreach, Graduate Admissions, Educational Policy 
Support, Student Registry, Student Fees and Funding, Student Systems, Sport, the Careers 
Service, Language Centre, and Student Welfare and Support Services, alongisde management 
support to the Proctors’ Office and ensuring that they are supporting the University’s 
strategic aims and successfully meeting agreed objectives. 
 

11. Lead the design and delivery of excellent academic and support services across the 
undergraduate and postgraduate student lifecycle from recruitment to graduation. 
 

12. Have overall responsibility for the monitoring, planning and delivery of the allocated budget, 
ensuring that financial targets are met, ensuring all areas operate efficiently within budget 
and provide value for money. Initiate and implement ways of improving efficiency and 
effectiveness to engender a culture of continuous improvement. 

13. Under the Registrar and Council’s Education Committee, responsibility for supporting the 
development of the University’s academic regulations and compliance with statutory duties 
in relation to quality assurance, student achievement, assessment and data management.  
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14. Responsibility for the delivery of high quality management information related to students 
and other areas of the student life cycle including statistics, analysis and timely accurate 
statutory returns. 
 

15. Work across the University as a senior member of UAS, and bring broad knowledge and 
expertise to work outside of direct areas of responsibility and contribute to the strategic 
development of the administration of Oxford as a whole through participation in committees, 
working groups, and other internal or external events as required. 
 

16. Foster productive external relationships with the Office for Students and QAA, HESA, UCAS, 
and representative bodies such as the Academic Registrars’ Council, UUK, and the Russell 
Group and relevant external bodies/networks and with government and other statutory 
organisations representing the University in relevant forums and cultivating a positive 
external profile and impact. 
 

17. Ensure high levels of engagement and satisfaction with key internal stakeholders including 
Divisions, Departments, Faculties, Colleges, UAS departments, and student representatives 
and representing the University in relevant internal forums. 
 

18. Participate nationally and internationally to ensure knowledge and understanding of the 
wider developments in academic administration and practice, and their implications for the 
University. 
 

19. Undertake other activities identified from time to time by the Registrar.  
 

Person specification 
 

Essential 
 

o Proven leadership ability in a range of demanding and influential roles; 

o Proven ability to operate and deliver at strategic and operational levels and in areas    relevant 

to an academic and student focused environment; 

o Proven experience of implementing successful change management initiatives and in 

formulating strategic plans that reflect and support the priority needs of the organisation; 

o Degree level education and an appropriate level of professional qualifications and/or relevant 

experience at a senior level; 
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o Evidence of team leadership including team building and supporting individuals with their 

professional development. The ability to build, manage and motivate large multidisciplinary 

teams, creating effective teams with proven customer focus; 

o Experience of managing the development of business systems or service improvements, 

scoping major IT systems; 

o Excellent communication and interpersonal skills, with the proven ability to build productive 

relationships with senior management and external stakeholders; 

o Excellent understanding of HE policy issues and their implications, and future HE student 

needs, and the ability to identify best practice  with a commitment to, and experience of, 

working to achieve the highest possible quality of student experience and academic 

standards in the context of new developments in the sector; 

o A commitment to the University’s mission and a sound understanding of the operation   of a 

university; 

o Excellent understanding of the full range of student administration and related services 

including registry functions, academic records, student admissions and outreach, funding, 

student data and analysis, examinations and degree conferrals, careers/internships, 

counselling, student health and welfare, sport, and the student IT experience. 

 

Key stakeholders: 
 

 PVC Education  

 Registrar – development of strategy and delivery against key University aims, operational 
delivery and support 

 Heads of House, Senior Tutors, Bursars, welfare officers 

 Heads of Department, Directors of Graduate Admissions 

 Heads of Division and senior divisional officers with responsibility for education and student 
experience  

 Other directors of professional services – cross professional services working and 
organisation of service provision to faculties 

 Academic Registrars’ Council – sector wide networking  

 Professional Statutory and Regulatory Bodies (e.g. Office for Students) 
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Pre-employment screening 
 
Please note that the appointment of the successful candidate will be subject to standard pre-
employment screening, as applicable to the post. This will include right-to-work, proof of identity 
and references. All applicants must read the candidate notes on the University’s pre-employment 
screening procedures, found at:   
 

https://www.ox.ac.uk/about/jobs/preemploymentscreening/.  
 

The University’s policy on retirement 

The University operates an Employer Justified Retirement Age (EJRA) for all academic posts and 
some academic-related posts. From 1 October 2017, the University has adopted an EJRA of 30 
September before the 69th birthday for all academic and academic-related staff in posts at grade 8 
and above. The justification for this is explained at: 
www.admin.ox.ac.uk/personnel/end/retirement/acrelretire8+/.  
 
For existing employees, any employment beyond the retirement age is subject to approval through 
the procedures: www.admin.ox.ac.uk/personnel/end/retirement/acrelretire8+/.  

 

Working at the University of Oxford 

 

For further information about working at Oxford, please see:  

 
www.ox.ac.uk/about_the_university/jobs/professionalandmanagement/ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.ox.ac.uk/about/jobs/preemploymentscreening/
http://www.admin.ox.ac.uk/personnel/end/retirement/acrelretire8+/
http://www.admin.ox.ac.uk/personnel/end/retirement/acrelretire8+/
http://www.ox.ac.uk/about_the_university/jobs/professionalandmanagement/
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Contact  
 
Minerva can be contacted as follows: 
 
Consultants 
Kerry Shepherd 
kerry@minervasearch.com  
0203 714 3477 

 

 
Efrat Danon 
efrat@minervasearch.com  
0203 4574447 
 
Assistant 
Natalie Chapman 
natalie@minervasearch.com  
0203 714 0963 
 
 

 
 

mailto:kerry@minervasearch.com
mailto:efrat@minervasearch.com
mailto:natalie@minervasearch.com


Appendix 1 
 

 
 
 

 


