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1. ORGANISATION AND CONTACTS   

 
Academic Registrar

 
Deputy Academic Registrar 
(Student Admin & Systems) 

 
Head of Registry Data 

Services

 
Exams & Timetabling 

Manager

 
Student Systems 

Manager

Deputy Academic Registrar 
(Enhancement)

 

 
Head of Conduct & 

Appeals Unit 

 
Course Records 

Manager 

 
Student Records 

Manager 

 
UKVI Compliance 

Manager 

 
STaR Office Manager 

 
Head of Admissions 

 
Timetabling Project Manager

 
Registry Admin Officer

0.81 FTE 

 
Head of Quality & 
Collaboration Unit 

 

Reports to:    Academic Registrar 

Direct reports: Head of Quality and Collaboration Unit, Head of Student Transnational and Research Office, others as 

required. 

Internal contacts: Members of Offices of the Vice Chancellor, Dean of the College of Learning and Teaching, Head of 

Research Services, Deans, Associate Deans, Faculty Registrars and academic / professional staff in Faculties, 

Members of Corporate Management Team, Members of Corporate Services Departments, Staff of the Registry. 

External contacts: Applicants & Students, QAA, HESA, OfS, UUK, UKVI, UCAS, SLC, PSRBs, AdvanceHE, Partner 

Organisations, External examiners. 

2. BUDGETARY RESPONSIBILITY 

With the Academic Registrar, maintain control of non-pay and pay budget for registry c. £4m pa. 

3. PURPOSE OF THE POST 

The Deputy Academic Registrar will support the Academic Registrar with the leadership and management of the 

Registry Directorate and work strategically and collaboratively with other departments across the University and its 

constituent faculties.  

The Deputy Academic Registrar (Enhancement) will work collaboratively across the University and with its academic 

partners to lead on key enhancement projects and to provide oversight of quality assurance, assessment and 

enhancement policies and procedures. They will lead the development and implementation of strategies to improve 

the University’s position with regard to quality metrics and key performance indicators, particularly the Teaching 

Excellence Framework and student satisfaction. They will work collaboratively with the Dean of the College of 

Learning and Teaching to support teaching excellence projects. They will manage key relevant service areas within 

the Directorate; these will include the Quality and Collaboration Unit and the Student Transnational and Research 

Office which manages the administration of students based at international partner organisations, distance learning 



 
  

students and those studying for research degrees. 

The Deputy Academic Registrar (Enhancement) will liaise closely with the Head of Research Services, who is 

based in the Research Policy Unit, the Director of the Doctoral College and the Dean of Research in respect of the 

enhancement of research degree services. This includes the development of academic and student related 

processes, the formulation of research degree policy and regulation, support of research related committees, and 

oversight of data for reporting purposes. In addition, through the Quality and Collaboration Unit, they will oversee 

the approval and monitoring of all partnership arrangements in the UK and overseas. They will drive improvements 

in success rates and student satisfaction for all types of student. 

Alongside general responsibilities associated with the role, the post holder will be expected to lead on the delivery 

of high quality customer service and provide strategic leadership for the Directorate to embed and ensure a culture 

of continuous improvement, professionalism and collegiality. 

The post holder will be a member of the Registry senior management team and the post holder must have the 

credibility to deal effectively at a senior level with members of the Offices of the Vice Chancellor, Deans of Faculty, 

Directors of Services and external organisations, to guide Faculty Registrars and their relevant teams, to deputise 

for the Academic Registrar and to represent the University externally.  

 

4. MAIN DUTIES AND RESPONSIBILITIES 

• To deliver high quality professional and proactive expertise in relation to sector best practice in quality 

assurance and the student experience, and against the University’s operational and strategic plans. 

 

• With the Academic Registrar, develop Directorate Strategic and Operational Plans, and create and lead 

Directorate and cross-University programme and project plans, with a particular focus on optimising the 

University’s position in quality metrics and relevant performance indicators.  

 

• To deputise for and provide advice to the Academic Registrar and relevant committees and fora, 

maintaining an overview of quality assurance and enhancement across the University and contributing to 

ongoing projects. To provide leadership to Registry in Academic Registrar’s absence.  

 

• To maintain a detailed and current understanding of quality assurance and enhancement expectations and 

developments in the sector and to support the University to adapt to ongoing changes in the external 

regulatory environment. To analyse and/or conduct research into enhancement strategies and relevant 

areas of professional practice. 

 

• To provide leadership on the delivery of excellent student administration and services for students based 

at international partner organisations and studying via distance learning and to ensure a high quality 

student experience on all University of Wolverhampton awards, wherever and however these are 

delivered.  

 

• In collaboration with the Research Policy Unit and the Doctoral College, to lead and enhance the provision 

of student administration and services for the University’s growing number of research students.  

 

• To provide support and advice to all members of OVC, including briefing papers, reports, policy analyses 

etc. and advise on the measurable impact of the University’s academic strategies on its regulatory position 

and performance. 

 

• Provide creative and dynamic leadership to enable synergistic working between Registry teams – this 

includes leading regular management / team meetings, developing action logs, Continuous Improvement 

and Business Continuity Plans.  

 



  

• Take operational responsibility for the University’s submission to the Teaching Excellence Framework and 

work collaboratively with faculties and relevant departments to deliver an enhanced performance in the 

TEF and to drive improvements in student retention, progression and success. 

 

• Work collaboratively with faculties and relevant departments across the University to contribute to and/or 

lead on staff development activities focused on enhancement and curriculum development, and to identify 

and implement good practice, in order to support and enhance the student experience and the University’s 

performance. 

 

• Project manage a range of activities to enhance the quality of student learning opportunities at the 

University, promoting continuous improvements to the University’s position and standing in the sector and 

the satisfaction of its students. Be responsible for robust monitoring and evaluation and oversee collation 

of ongoing records with regard to enhancement projects, success measures and outcomes. 

 

• Represent the Registry and/or University at internal and external events, meetings, conferences etc as 

delegate or speaker. To represent the University at relevant national and international fora, working as an 

institutional ambassador to develop the University’s reputation and presence. 

 

• To attend, chair and contribute to Registry and other University working groups and committees as 

required. 

 

• Provide effective and proactive management of the direct line reports and staff within their respective 

teams. This includes: 

- Recruitment, selection and induction 

- Ensuring effective appraisal, standard setting and performance monitoring 

- Responsibility for performance management and disciplinary issues 

- Creating staff development plans for the teams 

- Holding regular, effective team meetings 

- Ensuring appropriate transparency and cooperation between teams and departments, both within 
and outside the Registry Directorate. 

 

• To maintain effective and collaborative working relationships with other senior colleagues in the 

Directorate, Faculties and Corporate Services. 

 

• To contribute to the planning, leadership and delivery of key Registry events as required. 

 

• To make a positive and active contribution to regular Leadership and Management Team meetings, 

service and process reviews, and other Office initiatives and developments as required. 

 

6. OTHER REQUIREMENTS OF THE POST 

Staff in Registry may be required to provide cover for colleagues to meet workload/holidays/absence requirements.  

In the interests of service delivery and individual career development, all staff in the Registry are expected to 

undertake specific one-off activities and/or to participate longer term projects as circumstances require. 

The Deputy Academic Registrar will be based in Wolverhampton City Campus.  The postholder will be required to 

travel between campuses on occasion. All staff in the Department are expected to remain up-to-date professionally 

and to participate in relevant training and development activities. 

This job description sets out the duties of the post at the time that it was drawn up.  Such duties may vary from time 

to time without changing the general character of the duties or the level of responsibility entailed. 

 



 

 

Attribute 

 

        Essential 

 

     Desirable 

 

Standard of general 

education 
• A-Levels or equivalent 

 

 
 

Academic and professional 

qualifications 

 

 

 

 

General skills and experience 

 

 

 

 

 

 

Specific knowledge and skills 

 

 

  

 

• First degree or equivalent in an area relevant 
to the University’s academic portfolio. 

 

 

 

 

• Proficient in use of office technology including 
word processing, databases, spreadsheets, 
email and the internet. 

 

• Ability to write clear, accurate and relevant 
reports. 

 
• Ability to work in a challenging environment, 

adapt to changing priorities and timescales 
and meet deadlines. 

 

 

• Substantial senior management experience in 
the public sector or high level administrative or 
academic environment gained within an HEI, 
with particular expertise in academic quality. 
 

• Detailed understanding of the Office for 
Students regulatory framework for HE in 
England. 

 

• Detailed understanding of the changing HE 
data landscape, including quality metrics, data 
reporting and sector performance indicators. 

 

• Detailed understanding of the management of 
UK and international partnerships. 

 

• Proven ability to persuade and influence 
internal and external stakeholders. 
 

• Proven skills in presenting, training and 
advising others.  

 

• Proven ability to develop and implement 
strategy and policy. 

 

• Postgraduate degree in 
an area relevant to the 
University’s academic 
portfolio. 
 

• A qualification in a 

management or related 

area. 

 

 

 

 

 

 

 

• Experience of 
leadership and project 
management within an 
HEI or similar 
organisation. 

 

• Proven active 
engagement with the 
Teaching Excellence 
Framework, e.g. 
managing an 
institutional submission 
or acting as a panel 
assessor. 

 

• Experience of 
managing the 
administration of 
research degrees. 

 



 
  

 

Attribute         Essential 

 

     Desirable 

 

Specific knowledge and skills 

 

 

 

 

 

 

 

• The ability to lead, support and be part of a high 
performing team of managers. 

 

• Experience of managing staff, including 
recruitment, appraisal and development.  

 

• Ability to work effectively both independently 
and a member of a senior team. 

 

• Previous experience of successfully managing 
significant change. 

 

• Experience of managing budgets effectively. 
 

• Proven analytical and problem solving 
capability. 

 

• Experience of researching projects, producing 
detailed reports and defending business cases. 

 
 

 

 

 

 

 

 

 

Personal attributes required 

for successful performance in 

role 

• Ability to work successfully with staff at all levels 
across an organisation to achieve results. 
 

• Ability to identify appropriate success measures 
and to monitor and evaluate outcomes. 

 

• Experience of identifying, promoting, planning 
and implementing lasting effective solutions to 
problems and challenges. 

 
 

 

Other • Excellent communication and interpersonal 
skills. 
 

• Ability to influence and negotiate with academic, 
professional and senior managerial staff. 
 

• Ability to interact effectively at all levels dealing 
with highly complex academic issues. 
 

• Commitment to the development and provision 
of excellent customer service. 
 

• Commitment to equality and diversity. 
 

• Commitment to / understanding of Health & 
Safety. 

• Understanding of 
relevant data 
protection legislation 

 



 

For more details or to make an application please visit http://www.minervasearch.com/wolverhampton. 

Applications, which should be in the form of a CV and cover letter, should be sent to 

wolverhampton@minervasearch.com  

The closing date for receipt of applications is 10th January 2019.  

For an informal discussion regarding this role, please contact wolverhampton@minervasearch.com 

clearly stating the title of the role in the subject heading.  

 

http://www.minervasearch.com/wolv
mailto:wolverhampton@minervasearch.com
mailto:wolverhampton@minervaserach.com

