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UWS Truths
At UWS we adhere to a set of truths in all that we do:

//  We are here for our students 

//  Our teaching is our passion, and it reaches to the future 

//  We understand that a graduate career is important to our students 

//  We are a knowledge-rich organisation 

//  We believe in partnership with business (private, public and global) 

//  We are an international university 

//  UWS is a great place to work and study 

//  We are an inclusive organisation that welcomes and values diversity 

//  UWS is a university that dares to be different
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UWS is a university 
that dares to be 
different
Find out more about this exciting 
opportunity as:

Head of Registry

University of the West of Scotland is a leading-edge modern University. It is driving an 
ambitious strategy for high-quality teaching and research, with a global engagement agenda 
to reflect the needs of the 21st century workplace. It places its students at the centre of all 
it does and can show the value-added it provides: retention is up 9% in recent years and 
professional employability is sitting at just under 90%, ahead of the target set in University’s 
corporate strategy for 2020. UWS is committed to globally relevant research and currently 
has teams undertaking pioneering work in areas including thin-film, 5G networking, 
gravitational waves and Alzheimer’s.

The Head of Registry is a senior member of staff within the University, with professional 
and leadership expertise in the development and delivery of Academic Registry services. 
The post holder will develop the strategic direction of Academic Registry to deliver user-
focused, integrated and technologically advanced services, ensuring efficient and effective 
use of resources and University systems. 

The successful candidate will have a strong track record of leadership in academic 
administration with evidence of delivering cultural and operational change and improving 
service.  They will be an effective team builder and motivator, bringing a strategic eye for 
future student and institutional needs.

Dimensions:

Financial

Oversee a budget comprised of operational and staffing resources. This will include the 
preparation and management of the departmental budget, allocation of resource to the 
various areas as set out in the operational plan. 

Staffing

Direct line management of 4 managerial staff and leadership responsibility for a team of 
over 20 staff overall.

To find out more about this exciting opportunity visit 

www.minervasearch.com/uws
To apply please send a full CV and covering letter to 

uws@minervasearch.com  

Closing date for applications: 15 January 2020   

Interview dates:                             March 2020



6. Ensure that critical processes are sustained to meet statutory and contractual
requirements, and that the University’s academic regulatory framework is fit for
purpose and compliant with external agency requirements.

7. Ensure all Student Conduct issues (Appeals, complaints and disciplinaries) are
managed effectively and in line with sector best practice.

8. Develop and implement measures to monitor service requirements, including
appropriate user feedback mechanisms, and take action to ensure delivery to the
highest standards to meet relevant University Key Performance Indicators.

9. As a member of the senior team, chair and attend internal and external events and
committees, performing delegated duties and professionally representing the interests
of the service and the University.

Planning and Organising: 
Planning & Organising

The core work elements of the job will be planned, managed and prioritised by the post 
holder taking into account appropriate targets and timescale implications, resource and 
skills requirements. 

Interpret both strategic and operational plans to establish action plans for staff and to aid 
the monitoring of performance.

Contribute significantly to the strategic development of the University in relation to 
management and development of the Academic Registry function.

Decision Making

Review and re-prioritise activities on a regular basis, and as required, to ensure maximum 
efficiency and effectiveness is achieved in the services delivered.

Exercise considerable initiative in order to achieve the targets agreed.

Framework and Boundaries

Work within the scope of required regulations but with the capacity and authority to use 
evaluative judgement, based on knowledge, information and analysis.
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Key Result Areas: 

1. Provide strategic leadership in the development of Academic Registry across the
University including an enhanced, efficient, student focussed service delivery model. This will
include planning, continuous development and delivery of all Academic Registry services,
specifically in the provision of enrolment, student record management, examinations and
assessment processing, mitigation, attendance monitoring and reporting, student conduct,
academic timetabling, PVG, graduation prize giving, HEAR administration, and statutory
returns.

2. Lead the development and implementation of sector-leading processes, using the latest
digital solutions and technologically advanced systems to enhance service delivery and
efficiency and provide service excellence to all users, staff and students.

3. Responsible for the leadership and management of the Academic Registry team,
including direct staff management, team building and developing a culture and infrastructure
that facilitates a high level of service delivery and an exceptional customer and student
experience.  The post holder will set objectives, oversee work and monitor progress, in order to
ensure the delivery of activities to agreed deadlines and standards.

4. Lead a systematic approach to continuous improvement, and identify and implement
ongoing enhancements and efficiencies to ensure cost effectiveness.

5. Develop operational Risk Management and Business Continuity plans for Academic
Registry to minimise the possibility of disruption to university business activities and to ensure
efficient and appropriate communications structures are in place in the event of any
disruption.

Summary of Key Responsibilities: 



Skills

1. The ability to provide strong and inspiring leadership to manage and motivate
staff, and to act as an effective member of a team, demonstrating the ability to
engage beyond departmental boundaries.

2. Strong strategic skills, focusing three to five years or more ahead with the ability to
effectively direct resources to achieve University strategic objectives.

3. Strong communication, political and influencing skills, in relation to all levels of
University staff, engagement with high-level committees, external representatives,
stakeholders and bodies.

4. A creative problem solver who effects change and ensures successful
implementation.

5. Strong judgement and effective decision-making, including the ability to
successfully conclude sensitive and confidential negotiations.

6. Experience of resource allocation and planning, often dealing with complex
scenarios and requirements.

7. Capable of effectively managing multiple projects and functioning productively as
a member of a multi-disciplinary team, using data and influencing skills to build
support.

Knowledge

1. Extensive knowledge and experience of the Higher Education sector and a
wide ranging network of contacts within the sector.

2. Extensive experience of working within a regulatory framework.

3. A detailed understanding of Scottish Higher Education, the factors influencing
Scottish HE in the global HE market and a good grasp of strategic opportunities and
challenges specific to UWS at home and overseas.

4. Understanding and knowledge of funding, governance and management
issues impacting upon the institution.

5. In depth working knowledge and understanding of the strategic priorities and
the added value an Academic Registry set of functions must provide to the
University.

Qualifications, Experience, Skills & Knowledge required:

Qualifications

1. A first degree or equivalent experience.

2. A higher degree/postgraduate qualification or equivalent and/or a relevant
professional qualification.

Experience

1. Experienced practitioner with significant background in Academic Registry.

2. Strong experience alongside a strategic understanding and knowledge of national
HE and institutional issues relating to Academic Registry.

3. Experience of managing, to target, budgets of several million, including successful
implementation of cost savings and service efficiencies.

4. Experience of leading and managing directly or indirectly large teams of people.

5. Proven experience in leading successful organisational change.
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Working Relationships:

Internal

Work closely with the UWS Executive Group, and will be a pivotal member of the senior 
leadership team within Academic Registry.

Develop and maintain productive working relationships with academic colleagues to 
identify best practice in the University with an aim to continuously improve Academic 
Registry for the benefit of students and staff. 

External

Maintain a high level of awareness of sector practice and developments, liaising proactively 
with external bodies including SFC and HESA, and other relevant regulatory bodies and 
professional networks.

Participate in external committees, meetings and working groups as required in order to 
represent the University and develop the business. 

Build partnerships with external organisations by consulting and negotiating with 
representatives from relevant organisations, the community and employers.



We are here for 
our students
At UWS, our principal truth is that we are here for our students. 
We have a proud record in delivering work-ready graduates and 
developing effective partnerships with business, industry and 
the public and voluntary sectors. With our cutting-edge courses, 
practical knowledge, and intelligent teaching, we help our 
students get ahead.
We are delivering on our purpose to transform lives and communities through higher 
education. We equip our students with the skills and confidence to shape their futures, 
while ensuring that they have the best possible experience and outcomes., As one of 
Scotland’s biggest modern universities with campuses in Paisley,  Lanarkshire, Ayr and 
Dumfries, UWS is the local university for over 30% of the population of central Scotland. 
We also have a growing national and international reach: our 5th UK campus opened in 
London in September 2015.

Our student body is unique - many UWS students are the first in their families to go into 
higher education and we have a high level of mature students with caring and work 
responsibilities. Our diverse student population means we need to deliver learning in 
innovative, flexible, personalised and supportive ways. In our Corporate Strategy we set 
out an ambitious vision to deliver an outstanding teaching and learning environment 
which is paying dividends for our students.

86% 
of students continuing studies after their first 
year up from 75% in 2011/12

86%
of graduates securing professional employment 
or further study in 2016/17, surpassing our 
original target of 85% by 2019/20

Student 
satisfaction 
grows

UWS student 
application 
rates UP

We have invested in innovative student support services, personalised and 
flexible education delivery and interactive technology-supported learning.

The experience we provide is as unique, bold and inspiring as our students 
and we are proud to be a force for change, inclusion and success.
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We are a 
knowledge-rich 
organisation 
Our incredible journey of transformation and success also 
includes our delivery of globally relevant research in areas 
including thin-film, 5G networking, gravitational waves and 
Alzheimer’s. 
UWS researchers are making a real difference, developing innovative technologies and 
shaping society. We work with industry, government and partner organisations to tackle a 
wide range of exciting and diverse issues critical to developing technology, improving lives 
and creating a more equal society in our regions and beyond. Our research activity also 
informs our teaching and learning to enrich our students’ experience.

• In the 2014 REF (Research Excellence
Framework) all of our submissions –
double the number from the 2008
exercise – were ranked as having
international or world-leading status in
terms of their originality, significance
and rigour.

• In 2018 UWS became Scotland’s first
official Scottish training partner for
China after receiving accreditation from
China’s State Administration for Foreign
Expert Affairs (SAFEA). This means we
will provide expertise and technical and
managerial training to organisations
in China, as well as providing overseas
training to Chinese professionals.
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UWS is a great 
place to work
At UWS we are dedicated to driving positive change in society. 

UWS Principal and Vice-Chancellor, Professor Craig Mahoney, 
has, since his appointment in 2013, encouraged the University’s 
staff to deliver educational empowerment through teaching, 
learning and research – inspiring them to demonstrate 
intellectual and professional leadership.

To enable this we seek to create a supportive, disciplined and 
demanding environment where staff develop and contribute 
through self-motivation and inspiration and a shared drive for 
success.

UWS - China’s 
1st official 
training partner 
in Scotland
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Teaching is  
our passion, 
and it reaches  
into the future
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Our Scottish campuses are based in four central locations 
in the heart of the west of Scotland – in Paisley, Lanarkshire, 
Ayr and Dumfries. Our London Campus, opened in 2015, is 
located in Southbank, close to the centre of the city.

Our fabulous, ultra-modern £110m Lanarkshire Campus 
opened in September 2018 bringing new thinking in the 
delivery of teaching and creating flexible and interactive 
learning spaces, easily adaptable to the needs of our 
students and staff.  It has already shown itself to  be a 
landmark building for UK Higher Education, gaining the 
Guardian University Awards 2020 prize in the ‘Sustainable 
Buildings that Inspire’ category and being named ‘Campus 
of the Future’ in the UK Green Gown Awards 2019.



A global outlook
UWS is an international university with links around the globe. 
We’re committed to diversity, collaboration, and a curriculum 
that helps our students stand out in the global job market.

Katie Duff BEng Hons Civil Engineering graduate received two job offers before 
graduating. One from Amey and the other from AECOM, the US construction 
firm that successfully pitched for the Network Rail infrastructure inspection and 
assessment project. She chose AECOM and says: 

“My UWS course gave me a broad base of knowledge that 
I can apply in my job and has allowed me to go on to study 

towards a Masters before I go for Chartership status with the 
Institution of Civil Engineers.”

“When I started my programme, I didn’t even know that 
Fund Accountants existed. Thankfully, due to the variety of 
guest speakers and lecturers who came to UWS, my eyes 
were opened to the range of jobs which my accountancy 
qualification could lead to.”

Graduate Fatima Jamshed - Financial Analyst with Morgan Stanley 

“Arriving in a new country from India, I had to hit the ground 
running, both in terms of my studies, and building a new social 
circle, and UWS has been brilliant for that. Ever since I arrived, 
I have been involved in the life of the University, the students’ 
association, and student welfare issues.”

Franklin Jacob Babu - Applied Bioscience with Forensic Investigation student
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Our successes
We’re proud to have received national recognition for our work 
across a range of diverse areas, including the student experience, 
health, equality and diversity and the environment

//  Times Higher Education World University Rankings 
2020 – ranked in the 501 - 600 category

//  Times Higher Education Young University Rankings 
2019 – officially recognised in the world’s top 150 
universities under 50

//  Shortlisted for THE Awards 2018 International 
Collaboration of the Year for work on environmental pollution with Hunan 
University of Science and Technology, China

//  In 2019 UWS was shortlisted for 5 awards across 4 categories in the Herald 
Higher Education Awards: Research Project of the year; Outstanding 
Contribution from a University Student; Marketing/PR Campaign of the 
Year; Partnership Award

// UWS Lanarkshire Campus winner of the Guardian University Awards 
2020 ‘Sustainable Buildings that Inspire’ prize and named ‘Campus of the 
Future’ in the UK Green Gown Awards 2019

// UWS Dementia Champions programme named by Universities UK as one 
of the UK’s 100 best breakthroughs for its impact on people’s everyday lives

// UWS was listed in 2019 as top in Scotland and one of the UK’s top 10 
providers for knowledge transfer partnerships

// UWS ranked 1st in UK for Education and 3rd in UK for Civil Engineering in 
the 2020 Guardian University Rankings
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Living in 
the west of 
Scotland
Scotland is a great place to live and work, with a high quality of 
life and a range of lifestyle benefits such as excellent value house 
prices, straightforward commuting and easy access to beautiful 
countryside.
Our campuses in Ayr, Lanarkshire and Paisley are within close proximity to Scotland’s 
largest city, Glasgow, with our Dumfries Campus a 90-minute drive south of the city. There 
are numerous smaller towns and villages within travelling distance of all of the campuses, 
so whatever style of living you prefer, you will find something to suit your needs.

Scotland offers a culture steeped in history, dramatic untouched scenery, bustling towns 
and cities and a world renowned education system. The west coast boasts some of the 
world’s most stunning scenery and wildlife.

The town of Ayr is set among some of Scotland’s most impressive scenery and looks out 
on the Firth of Clyde, with the peaks of Arran in the foreground and the Mull of Kintyre 
in the background. Packed with historical sites, Ayrshire’s visitor attractions and cultural 
and leisure pursuits include unspoiled beaches and rolling hills, castles, a racecourse 
and, of course, golf courses. Burns and A’ That, a major festival which takes place in June, 
celebrates Ayr’s most famous son, Robert Burns.

Dumfries & Galloway is a region of rugged coastlines, sandy beaches and tranquil lochs; 
and has over 300 square miles of forest to explore, with the largest forest park in Britain; 
and in excess of 30 golf courses and= driving ranges.
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Our Lanarkshire Campus is located on Hamilton International Technology Park, close to a 
number of country parks and nature reserves such as Strathclyde Park. The cultural cities 
of Glasgow, Edinburgh and Stirling are nearby, and the beautiful scenery of the Clyde 
Valley and the Borders is within easy reach.

Paisley combines the heritage and history of the Paisley pattern shawl and the Victorian 
thread industry with cultural interests including the Museum and Art Gallery, the 12th 
century Abbey, a thriving youth theatre and the Spree Arts festival. Loch Lomond and the 
Trossachs are both easily accessible from the town. UWS played a significant supporting 
role in the bid for Paisley as UK City of Culture 2021 - the only Scottish location shortlisted. 
Although, ultimately, not selected as the award winner, the legacy of the bid process and 
planning will see significant benefits for Paisley and the local area both culturally and 
economically.

Glasgow and Edinburgh are close to our campuses and offer excellent shopping, superb 
café culture, museums and galleries, world-famous music venues and international 
cuisine. Travelling to and from our campuses is easy thanks to excellent road and 
rail links. Glasgow International Airport is on the outskirts of Paisley, and Prestwick 
International Airport is also easily accessible, being around 40 minutes away by road or 
rail from Paisley Campus; Prestwick is also just a 15-minute drive from Ayr Campus.



uws.ac.uk

At UWS, we believe in our students’ future.

We have a proud record in delivering work-ready 
graduates and developing effective partnerships with 

business, industry and the public and voluntary sectors.

With our cutting-edge courses, practical knowledge,  
and intelligent teaching, we help our students get ahead.

Through our innovative learning partnership we 
invest in people’s potential to shape their future. 

Built on uniting students, professionals, industry and 
our communities, this partnership stretches from the 

West of Scotland around the world.

We believe in the transformative power of active 
learning and engagement. We treat our students as 
individuals, partners and potential leaders in their 

fields and professions, providing them with the globally 
relevant knowledge, skills and confidence to think 

critically and to challenge received wisdom.

DREAMING, BELIEVING, ACHIEVING 
a 21st century University.

Campuses in 
Ayr, Dumfries, Lanarkshire, 

London & Paisley

http://uws.ac.uk
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