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Details  

Job Title:  Academic Portfolio Leader in Accounting & Finance   

Department:  Law & Finance 

Job Reports To:  Head of Department 

Location:  Luton (with travel to other campuses) 

Post Number: BEDS1417 

Pay Point: Grade 9 £52,560 to £59,138 

Context 

The role-holder is responsible to the Head of Department for the planning and monitoring of delivery across a 
defined set of courses and will work closely with colleagues across the University to enhance the quality of the 
student and staff experience. 

The post holder is required to monitor and enhance delivery of a high-quality student experience through 
improvement to systems and support for colleagues, reporting to the Head of the relevant academic department 
and coordinating the development and delivery of agreed initiatives. 

The portfolio of provision to be within the portfolio of an Academic Portfolio Leader may include higher/degree 
apprenticeships and study centre provision where this forms part of the core course portfolio.  The specific set 
of accountabilities allocated to an individual will vary according to the roles of Academic Portfolio Leaders within 
the Department and Faculty.  

Key Elements (please tick as appropriate)  
       

1. This post has MANAGEMENT RESPONSIBILITY YES  NO X  

2. This job requires SAFEGUARDING YES  NO X  

3. This is a KEY POST (i.e. must have nominated deputy) YES  NO X  
 

 

Principal Accountabilities 

1. To identify opportunities for improving the quality of taught-course provision, on-campus and in 
partnership delivery modes, by identifying opportunities for specific and systematic change and 
coordinating their implementation. 

2. To support the Head of Department with advice on strategic issues relating to the recruitment, 
management and development of students within their portfolio. 

3. To oversee the quality of delivery and support its enhancement through detailed monitoring and 
coordination of aspects of course and unit delivery, including the timetabling of teaching and the 
organisation of assessment. 

4. To monitor the delivery and update of student information and resource associated with course delivery 
including online information and resources. 

5. To coordinate key processes such as assessment production and management, across delivery 
locations where required. 

6. To liaise as required with PSRBs and other accrediting and external agencies, maintaining and 
coordinating delivery of action plans and other requirements, as well as developmental insights. 

7. To engage proactively with the student community and coordinate their contributions to the 
enhancement of quality through student feedback and comment. 
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8. To monitor the maintenance of definitive curriculum records at course and unit level. 

9. To contribute to annual reporting across a range of internal and external metrics. 

10. To contribute to teaching within an area relevant to expertise. 

11. To participate in and where necessary chair committees and working groups within and representing 
the Department and/or Faculty. 

12. To develop and coordinate the operation of placement and other work-related learning. 
 

13. To lead and coordinate the recognition of prior learning.  
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Person Specification 

 

 

  

Essential Criteria 

 

 

Desirable Criteria 

 

Evidence 
(Indicate were 

evidence will be 
assessed from) 

 

 

Qualifications  

 

 

 Doctorate in relevant subject, or equivalent 
professional experience and/or standing; 

 HEA fellowship 
 

 

 HEA recognition at Senior Fellow or above 

 
Application Form 

Interview 

 

Knowledge  

 

 

 Systematic and evidence-based understanding of 
effective responses to issues emerging in student 
feedback and performance; 

 Comprehensive understanding of the HE sector’s 
quality assurance and enhancement frameworks and 
guidance. 

 advancement of pedagogic knowledge and practice; 

 Comprehensive understanding of the priorities for the 
successful delivery and enhancement of part-time 
provision, apprenticeship and CPD and partner-
based provision; 

 Detailed understanding of the principles and 
processes by which academic standards and quality 
are maintained in work-based learning and the 
accreditation of prior learning 

 

 Understanding of a range of formal evaluation 
methods appropriate to the analysis of data 
and information in relation to learner 
performance, outcomes and satisfaction 

 Advanced knowledge of the uses technology in 
learning in HE 

 Budgeting and financial planning of course 
delivery 

 HR policies associated with the employment 
and management of temporary and fractional 
staff 

 
Application Form 

Interview task 
Presentation 

Interview 

 

Experience 

 

 

 

 Constructive engagement in peer observation of 
teaching or equivalent over a sustained period; 

 A sustained and consistently effective contribution to 
the development  coordination of core academic 
activities associated with teaching and academic 
management;  

 Consistent engagement with professional 
development in support of personal and institutional 
strategic direction and a record of participation in 

 

 Experience as an external examiner or 
reviewer; 

 Experience of coordinating activity involved in 
the promotion and support of student 
placements (work or study). 

 Track record of peer-reviewed dissemination of 

 
Application Form 

Presentation 
Interview 
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external networks; 

 Contribution to the academic life of teams and 
academic units by actively engaging in appropriate 
committees, working groups and other teams; 

 Substantial track record of effective leadership of 
aspects of the monitoring and review of provision; 

 

subject and/or pedagogic research / 
scholarship within recognised formats and 
publications at REF 2014 level 2* or above; 

 Evidence of leadership of significant change 
involving successful collaboration and the 
delivery and evaluation of significant change  

 

Skills / abilities 

/ competencies 

 

 

 

 Development and data-informed impact evaluation of 
aspects of the learner experience 

 Excellent communication skills in relation to the 
proposal and planning of systematic change and 
innovation 

 Delivery of projects and processes to deadline, 
including the contributions of others 

 Excellent report-writing skills with appropriate and 
variable levels of detail and reference to guidance 
and benchmarks 

 Action planning and monitoring of delivery across a 
range of simultaneous initiatives 
 

 
 

Application Form 
Presentation 
Interview task 

Interview 

 

Personal 

Attributes 

 

 

 

 Evidence of potential and commitment to sustain 
academic leadership in support of the teaching and 
curriculum development activities of colleagues; 

 Ability to mentor and coach colleagues in developing 
the delivery of provision and enhancing its quality 

 Ability to organise and manage activities associated 
with professional development alongside academic 
management and teaching activities; 

 Flexibility in undertaking a range of roles and 
activities; 

 

  
Application Form 

Presentation 
Interview 
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Equality Statement 

The University of Bedfordshire is fully committed to the principles of equality in all its actions.  Members of the University’s 

community are expected to respect and value individuality, differences and diversity; and work with others in an inclusive 

and consultative manner. A commitment to equality of opportunity for all individuals irrespective of their age, belief, 

disability, gender, race, religion or sexual orientation is at the core of what we do and members of the community must 

actively promote a positive non-discriminatory work and learning environment for fellow staff and students. Employees 

should demonstrate an understanding of the University’s commitments to equality and diversity as an integral part of the 

university’s core values and be able to identify and challenge discrimination, harassment, prejudice and inappropriate 

behaviour.  

 

Health & Safety Statement 

All employees are required to ensure that all duties and responsibilities are discharged in accordance with the University’s 

Health and Safety (H & S) at Work Policy. They should take reasonable care for their own H & S and that of others who 

may be affected by what they do or do not do. Staff should correctly use work items provided by the University, including 

personal protective equipment in accordance with training or instructions. 

 

Environmental Statement 

Employees must make proper use of any equipment and systems of work provided and take all reasonable steps to ensure 

that control measures are properly used. Employees must work with their Line Managers to ensure that an inventory is 

retained of all hazardous substances in the office that could be released into the environment. Employees are expected to 

identify operations that use significant amounts of energy, with a view to reducing consumption. This includes identifying 

operations that use resources, such as paper, and review the need for the current level of consumption, identifying savings 

where possible. Employees are expected to identify waste streams with a view to recycling and reuse, minimising office 

energy use in heating and lighting.  

 

Briefing 

Note: the content of this Job Description does not preclude other work required by the faculty department. Details 

of accountabilities will be discussed at annual reviews. 

 
Date Job Description issued to, discussed with and understood by Post Holder  -----------------------------------------------------------  
 
Name of Post Holder:  ----------------------------------------------------------------------------  Signature:  -------------------------------------------  
(I confirm I have been briefed on the requirements of this Job Description and other related documents) 

 
Name of immediate Line manager:  ----------------------------------------------------------  Signature:  -------------------------------------------  

(I confirm I have briefed the Post Holder on the requirements of this Job Description and other related documents) 

 

Nominated Deputies (if applicable) 

As a KEY POST at least one nominated deputy must be identified.  The Job Holder must confirm that the Nominated 
Deputy(ies) receives a copy of,  and is briefed on this Job Description. 

 
Name of Nominated Deputy:  --------------------------------------------------  Signature:  ---------------------------------  Date:  ----------------  

(As the Nominated Deputy for this post, I confirm I have been briefed on the requirements of this Job) 

If there are more nominated deputies, they should sign further copies of this Job Description. 

 

Amended by:  Dated:  Version:  

 


