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Introduction 

 
The University of West London (UWL) takes pride in the exceptional learning experience it provides for all its 
students alongside its strong professional connections and impactful applied research.   It inspires students to 
become ‘creative professionals’ and connects them to exciting and rewarding careers, with 98% in employment 
within 6 months of leaving the institution.  This combined with investment in the estate of over £150million and 
a silver rating in the Teaching Excellence Framework (TEF) makes it a leading modern university in London. 
 
A new role of University Registrar has been created to bring together several professional service areas into a 
cohesive, forward-looking unit that will support the University in continuing on this trajectory.   The appointee 
will work closely with the Vice-Chancellor’s Executive and Senior Management Group and will line manage 
Registry Services, Academic Services and the administrators based in the Schools/College of the University.    The 
central objective will be to lead the continued enhancement of a strong customer service ethos, in support of 
delivering a sector-leading student experience, whilst ensuring compliance and best-practice.  
 
Ideal candidates will be proven leaders with demonstrable experience in a senior academic administrative role in 
a UK university or higher education institution.   They will have a track record of managing operations with a 
strong orientation to enhancing the student experience, combined with a deep understanding of the governance 
and compliance requirements of UK Higher Education. 

 
Background 

Since its origin a century and a half ago, the University of West London has grown impressively in size, stature 

and influence. Now a standard bearer for the benefits of widening participation and social mobility, it is a 

thriving University based mainly on two sites in Ealing and Brentford. Its mission continues to be: ‘to raise 

aspiration through the pursuit of excellence’, while its new vision is to be a ‘career focused and professionally 

engaged contemporary university of quality.’  This vision is underpinned by a value proposition that seeks to 

provide a career-focused student experience fundamentally connected to the world of work and underpinned by 

a guaranteed work placement for all.  

Based in the heart of one of the UK’s most successful business regions, the University has highly qualified and 

diverse staff, with a wealth of experience in their respective disciplines and professional experience, and good 

connections with key industries. The University has a strong reputation for high-quality education closely linked 

to employment with graduates that go on to achieve great success in their chosen disciplines and professions 

resulting in over 98% gaining in employment within six months of graduating (HESA data, July 2019). 

 
The Estate 

The University has recently invested over £150 million into its campuses.  Its Ealing site benefitted from a 

£58m redevelopment and currently features a fully refurbished a Students’ Union, a new performance space 

(Weston Hall), the new Paul Hamlyn library, the EU funded West London Food Innovation Lab, the Westmont 

Enterprise Hub, music and film studios, a local radio station, and various restaurants and cafes, and six newly 

established research centres. Five of the University’s academic schools are based in Ealing while 

the Brentford campus is home to the other three including the prestigious College of Nursing, Midwifery and 

Healthcare.  The University purchased Paragon House in Brentford which the help of a £55m private 



 

 
 

placement loan, the only modern University so far to have achieved such a loan.  The University’s halls of 

residence are also located on its Brentford site.  In addition, the specialist Berkshire Institute for Health at 

Fountain House in Reading enables the University to deliver its nursing and midwifery programmes across 

the region in partnership with the NHS.  This was also the subject of a £750K investment in 2016. 

 
 
Size and Shape 
 

In recent years the University has managed to grow its full-time undergraduate and postgraduate numbers by 

more than 20% even in the face of increased competition and demographic changes and we now have over 

12,000 students. The University also has an exemplary record in widening participation and extending the reach 

of higher education to people who have traditionally been excluded from it. This is reflected in an inclusive 

culture that supports one of the most diverse student populations in the UK.  97% of full-time first degree 

entrants are from state schools or colleges (7% above the national average), 50% of full-time undergraduate 

entrants are from households with an income of £25,000 or less, 60% of our students are from London areas 

with above average levels of multiple deprivation and 55% of UWL students are from the first generation in their 

family to participate in HE.  In terms of equality and diversity, in 56% of the University’s students were from 

ethnic minority groups with 28% from Black ethnic groups, 17% from Asian ethnic groups and 11% from other/ 

mixed ethnic groups. 62% of students were female with 31% aged 30 or over.  

Financial Performance  
 

The University finances are well stewarded and there has been significant income growth in recent years from 

£77million in 2013 to now circa £100mn.   The University is committed to achieving operating surpluses year on 

year.  Much of this growth has been through increasing enterprise income (c£20m in 2016-17), as well as 

increasing student numbers.  This strong trajectory of income growth has been complemented by rigorous 

control over costs. As a result, group surpluses have grown from 6% to 10% in four years. This places the 

University in the upper quartile of surplus generation while the fixed tangible assets have grown three fold since 

2013. This strong stewardship has allowed the high levels of investment on the infrastructure outlined above 

and also in the academic body with the appointment of new research professors in particular.   

 

Teaching, Learning and Research 
 

In terms of teaching quality, UWL was ranked Silver in the 2017 teaching excellence framework. According to the 

panel the UWL submission demonstrated evidence of: a strategic approach to course design and assessment 

practices that is highly valued by employers providing high levels of stretch and significant challenge; the 

consistent embedding of high quality peer mentoring; the strategic investment in high quality physical and 

digital resources used by students to enhance learning; the embedding of developments from the forefront of 

research, scholarship or practice within academic programmes; and the implementation of an institutional 

culture that facilitates, recognises and rewards excellent teaching across the University.  

 

As well as aiming to improve teaching quality, the University is also growing its research base.  It already has 

strengths in ground penetrating radar; infection control; vulnerable children; digital technology, and techno 

feminism.  Is has recently invested in new research centres with the appointment of new research professors.  

As a result, it has set up new centres focusing on music and screen; cyber security and crime; aging and 

dementia care; and crowdsourcing and creative clusters. 



 

 
 

 
Strategy 
 

The University is currently focused on delivering a strategic plan, Achievement 2023, which will see it: 

 

• Continuously in the top 50 universities in the UK 

• Ranked in the top 100 for research  

• The best university in the country for employability 

• A gold TEF institution 

• Consistently the best modern university in London  

 

These aims will be underpinned by a series of commitments that form the core of the bond between the 

University and its students, stakeholders, and partners. These pledges will be expressed in key objectives and 

measured by a dashboard of high level key performance indicators. These commitments are to: 

 

• Offer a truly transformative educational experience 

• Produce research of consequence 

• Provide exceptional work-related career opportunities 

• Be an engine of innovation and enterprise 

• Be financially and environmentally sustainable 

• Offer an enriching work environment 

• Lay the foundations for the future 

• Establish the University as a model for affordable public education 

• Establish a global learning platform 

 

 

 

 

 

https://www.uwl.ac.uk/sites/default/files/Departments/About-us/achievement_2023_a5_28pp_booklet_june_2018_v2_web_1.pdf


 

 
 

Above all a spirit of innovation sits at the heart of the plan as do meritocratic principles. The University, 

therefore, aims to produce the sorts of graduates, research, and enterprise that will serve all of its local, 

regional, national and international communities. The plan will be underpinned by a series of values that are the 

pillars upon which the University is built. They are: 

• Student centred 

• Inclusive 

• Innovative 

• Impactful 

• Challenging  

• Open and Accountable 

 

 
 



 

 
 

 

The Role 

 

Post Title:  University Registrar 

School/department:  Registry 

Direct reports: Leadership of the following teams: 

• Registry Services 

• Academic Services 

Administrators based in Schools/Colleges 

Key relationships: Vice-Chancellor 
Associate Pro-Vice-Chancellor 
Deputy Vice-Chancellor 
Pro Vice-Chancellors  
Heads of Schools and Deans of Colleges 
Head of Quality 
University Secretary and Chief Compliance Officer 
Head of Strategic Planning 
Students’ Union 

Heads of Professional Services 

 

Main purpose of the job: 
 
The University Registrar will report at the outset to the Associate Pro Vice-Chancellor and will be 
responsible for the development and delivery of the University’s vision and strategy for the professional and 
support services and operations for all academic related administration across the University. 
 
The post-holder is expected to work closely with all members of the Vice-Chancellor’s Executive, the Senior 
Management Group and the wider University community, including the Students’ Union to support a 
progressively better student experience.   
 
The post-holder will lead and manage the provision of high quality professional support services structured 
into 3 main areas: Academic Services, Registry Services and the administration of all Academic Schools and 
Colleges. 
 
The post-holder will also be responsible for overseeing and ensuring coherence of these activities with 
sector-wide practice, across all the University’s academic activities, working cross-functionally with staff in 
various teams to develop systems and reporting to give confidence to the Vice Chancellor’s Executive that 
the academic functions of the University are effective and congruent with national frameworks. 

 
 
 
 
 
 



 

 
 

Key areas of responsibility: 
 
The post-holder will: 
 

1. Support and advise the Vice-Chancellor’s Executive and the Senior Management Group in Higher 
Education policy and initiatives regulatory matters related to all registry activities. 
 

2. Lead the overall development and management of the Registry portfolio of operations and services, 
ensuring they are optimised to support the institution’s aims and activities, and are cost effective. 
 

3. Ensure effective co-ordination between centrally provided professional and support services and 
Academic Schools and Colleges. 
 

4. Ensure the provision of high-quality, customer focused and innovative academic and registry 
services that enable the University’s mission and respond to changing demands and priorities, 
instilling a high performance culture. 

 
5. In liaison with the University Secretary, provide senior level advice on procedures and individual 

cases relating to student rights and responsibilities (e.g. academic misconduct, mitigation, academic 
regulations, etc.) 
 

6. Lead student information related IT projects, including student record, timetabling, system 
developments and enhancements; support other University projects as required.   
 

7. Oversee the operation of academic governance and committees and maintain the appropriate 
operational, policy and support frameworks (for students, staff and other key stakeholders) on 
which the University’s operation and future development is built. 
 

8. In liaison with the Head of Student Services, shape services that enhance student engagement and 
lead initiatives to underpin an outstanding student experience. 
 

9. Identify priorities for resource allocation within and across the University, maximising the efficient 
use of resources to ensure they are fit for purpose and financially sustainable. 
 

10. Identify and evaluate risks and options and develop operational strategies to manage and mitigate 
risks and safeguard the University’s degree awarding powers. 

 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 

Specific Duties 
 
In close collaboration with the Associate PVC the post-holder will specifically: 
 
11. Be responsible for the effective leadership, organisation, alignment and delivery of the core    

enabling services that underpin the following aspects of the student journey, including: 
a. Academic calendar 
b. Student handbook and regulations 
c. Enrolment 
d. Student records and data 
e. Academic administration in Schools 
f. Student outcome analysis 
g. Recording and tracking student academic progress to inform University strategies 
h. Timetabling 
i. Assessments and examinations 
j. Certification, conferment and awards 
k. Graduation ceremonies 

 
12. Be accountable for and lead the teams responsible for the following aspects of the University’s 

management and maintenance of academic standards: 
a. Academic policy 
b. Student and Academic Regulations 

 
13. Be accountable for and lead the teams responsible for the maintenance of the following 

information sets:  
a. Student records  
b. Programme and module information 
c. All regulatory data returns 
d. Student Loan returns 
e. UCAS transactions 

 
14. Ensure that service delivery and strategy in designated areas of responsibility aligns with the 

University’s strategy, and lead strategic business planning and budgeting for the department to this 
end. 

 
15. Work collaboratively across the University community to ensure that the processes which underpin 

the student journey – from recruitment through to engagement as alumni - are efficient and 
effective and focus on the needs of the student, both in their design and in their delivery. 

 
16. Responsible for assurance of accuracy, integrity and quality of student record data to enable the 

Strategic Planning Team to complete and submit the requisite statutory and regulatory data returns 
and produce management information data to support strategic planning and operational delivery 
across the University. 

 
17. Ensure that the University’s contract with individual students in relation to academic matters is 

clear, fair and meets all necessary internal and external requirements (In collaboration with the 
University Secretary where applicable). 

 
18. Work as required with Quality Office, particularly in relation to collaborative provision, TEF, and 

external reviews preparations.  



 

 
 

 
19. Work as required with colleagues in other areas, to ensure that the University meets the 

requirements of the Office for Fair Access (OFFA) in articulating access agreements and monitoring 
their delivery. 

 
20. Work as necessary with colleagues in other areas, to ensure that the University deals efficiently and 

effectively with student complaints and follows guidance issued by the Office for the Independent 
Adjudicator (OIA). 

 
21. Work as necessary with colleagues in Compliance to ensure that the University meets the 

requirements of UK Visas and Immigration (UKVI) for Highly Trusted Sponsor (HTS) status, and for 
the monitoring of student attendance and engagement necessary to maintain this.  

 
General duties 
 
22. The University Registrar is a member of the Senior Management Group (SMG), and is expected to 

play a full role across the whole range of the University’s activity in SMG meetings. 
 

23. Manage senior staff as necessary in line with the University’s needs and the responsibilities of the 
role. Initially this means management of the Registry Services and Academic Services teams, and 
work to integrate this newly formed department. 
 

24. Ensure the effective recruitment, induction, management, development and appraisal of all staff 
within area of responsibility, in line with the University’s HR policies and procedures, promoting 
effective people management practices that ensure staff are engaged and aligned to achieve 
effective outcomes in pursuit of the University’s strategic ambition. 

 
25. Manage budgets as necessary in line with the University’s Financial Regulations. 
 
26. Represent the University externally and internally in line with the seniority of the role and the needs 

of the University. 
 
27. Take responsibility, within the University’s policies for employment and health and safety 

management, for your health and safety at work and for that of those you manage. 
 
28. Take responsibility for on-going personal and professional development in line with the University’s 

needs and that of the role. 
 
29. Act in accordance with University policies and procedures on employment, IT and financial 

management. 
 
30. The role may require overnight and national/international travel. 
 
In addition to the above areas of responsibility the position maybe required to undertake any other 
reasonable duties relating to the broad scope of the position.   

 
 
 
 
 



 

 
 

Person Specification 
 

Criteria Essential  Desirable 

Qualifications and/or 
membership of 

professional bodies 

• A first degree 

• A postgraduate qualification in a 
relevant discipline (eg 
management, higher education 
studies, law, operations 
management) 

• Membership of the Academic 
Registrars Council 

• Membership of the Association 
of University Administrators 

 

 
Knowledge and 

experience 

• Proven leader with demonstrable 
experience in a senior academic 
administrative role in a UK 
university or higher education 
institution 

• Proven track record of delivering 
complex operational management 
across multifaceted professional 
service functions 

• Demonstrable experience of 
successful implementation and 
delivery of diverse strategic change 
management initiatives at 
functional and organisational level 

• An excellent understanding and 
working knowledge of all aspects of 
UK academic-related governance, 
regulations, administration and 
organisational management in a 
Higher Education Institution 

• Knowledge of the reporting 
requirements in relation to student 
administration placed upon UK 
universities by statute and by 
regulation 

• Knowledge of governance issues in 
the higher education sector, and 
the regulatory and legal 
arrangements for UK university 
governance 

 

 

 

 



 

 
 

 
Specific skills to the job 

• Excellent leadership and 
management skills with the ability 
to create an environment where 
others are empowered to make 
their best contribution. 

• Politically and culturally astute, with 
excellent ambassadorial, diplomacy, 
negotiation and relationship- 
building skills to nurture and sustain 
a high-performance culture 

• Experience supporting and servicing 
both Executive and non-Executive 
committee requirements working at 
a senior level across departmental 
boundaries 

• Excellent communication skills, both 
orally and in writing demonstrating 
a consultative and collaborative 
outlook. 

• High level of numeracy, including 
management of multi-faceted 
budgets and ability to use and 
interpret data and statistics for 
senior management 

 

 

 
General skills 

 

• A demonstrable commitment to 
utilising equality, diversity and 
inclusion as a positive resource to 
enhance staff and student 
experience diversity and equality 

• Ability to engage students, staff and 
partners and inspire trust at all 
levels, establishing positive and 
productive working relationships 
 

 

 
Other 

• A commitment to the values of the 
University of West London 

• Strong intellectual resources and 
abilities and emotional intelligence 
with a track record of integrity, 
openness and honesty 

 

 

 



 

 
 

Disclosure and Barring 
Scheme 

This post requires an enhanced DBS check 

 

 
Essential Criteria are those, without which, a candidate would not be able to do the job. Applicants 
who have not clearly demonstrated in their application that they possess the essential requirements 
will normally be rejected at the shortlisting stage. 

 
Desirable Criteria are those that would be useful for the post holder to possess and will be considered 
when more than one applicant meets the essential requirements. 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 

 

How to Apply 

 

For more information please visit www.minervasearch.com/uwl. 

 

To apply please send a cover letter and CV to uwl@minervasearch.com by no later than 28 November 2019. 

 

For a confidential conversation please contact uwl@minervasearch.com  
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