
    
 

Job Description 

  

Programme Administrator / Academic Registry / Academic Services 
 

 

Details  

Job Title:  Programme Administrator – Part-time 0.61fte 
 

Department:  Academic Services 

Job Reports To:  Field Administrator  

Location:  Bedford with travel to other campuses/study centres as required 

Post Number: BEDS2128 

Pay Point: Grade 5 £23,487 - £27,116 pro rata per 
annum 

Context 

 

The job is located in the Registrar’s Department for which the vision is:  

 

‘To be a consultative and proactive, service-orientated Department which puts students first and which delivers 
modern University services in a culture of continual improvement.’ 
 

The Framework for delivery is: 
 

 Sector-leading and flexible student services, processes and systems which support our strategy and an 

improved student experience.  

 High quality, efficient, tailored and accessible service delivery to our staff and external partners.  

 Continual improvement, sustainable operations and value for money.  

 A distinctive professional service approach based on creative partnership and excellent service quality. 

 An approach that takes responsibility for solving problems, providing highest quality services for 
colleagues and students and acting with integrity. 

 High levels of staff satisfaction through a positive and open culture and investment in people and skills. 

Responsibilities (supervised by the Portfolio Administrator) include maintenance of student records from 

registration to award, a range of complex course and assessment administration duties, secretarial support to 
Portfolio committees, Examination Boards, liaison with external examiners and handling a broad range of 
enquiries from students and staff and at times externally from external links where students are placed for work 

experience or other elements of their programme. 

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 provide administration of student records for a range of programmes within the academic 

departments.  This includes a wide range of inputs into the Student Record System relating to courses, 
units, students’ assessments and the decisions from Examination Boards. 

2. To provide secretarial and other services to Examination Boards, committees related to portfolios and 

other meetings as required. Delivering minutes within the specified time scale for prescribed 
committees 

3. Scheduling examination boards and other committees in collaboration with colleagues to ensure 

maximum attendance at key meetings such as examination boards  



4. To extract and format information from the Student Record System for a variety of purposes including 
Examination Boards and gathering of grades. 

5. To work to a standard required for external reporting  to specific stakeholders as directed by the 
Portfolio administrator and overall management structure 

6. To support the Portfolio Administrator and academic services team as a whole in ensuring adherence 

to Quality Handbook and Student regulation requirements, including:   
a. Timely, accurate delivery of documentation such as minutes of Examination Board meetings, PEC, 

Star Boards and maintenance of these for future audit. 

b. Recording of assessment outcomes, with maintenance of associated audit trails.  
c. Recording of APL against student records in accordance with university policy 
d. Representing the team as required in meetings to ensure that  the Quality Handbook/Student 

Regulations and changes to them are understood and communicated, also that local 
circumstances are taken into account in associated decision-making processes. Referring to the 
relevant postholder where additional support may be required 

 
e. Supporting academics with matters associated with unit choices within courses  

 

7. To respond to student queries in a timely manner and use the Student Information Desk, CRM system.  
 

8. To support the timely provision of examination papers to the Exams office. 

 
9. To undertake recurring university activities including the registration of students onto the University’s 

courses, participation at graduation ceremonies and the use of the SiD software for recording 

/responding to student queries. 
. 

10.  To undertake such other duties as may be required by line management, in keeping with the 

knowledge, training, experience and grade of the post holder.  
 

 



HERA Competencies  
COMMUNICATION                                                              

The Role Holder communicates with staff and the public about basic subjects that require little further 
explanation.  In addition, the Role Holder may also be required to receive, understand and convey information 

that needs more careful explanation or interpretation for others. 

For example, giving directions, information on opening times, responding to basic written queries.   

The role requires clear, concise and accurate information to be communicated on a daily basis, in both informal 

and formal situations, as queries are received via telephone calls, emails, letters, and in person from students, 
prospective students, Course Managers, other academics, other colleagues within the University and externa l 
institutions. 

 
Regular contact, both verbal and written, with internal and external examiners in respect of consideration of 
scripts, attendance at meetings and submission of reports, to ensure the University’s rules and regulations are 

adhered to.  
 
Servicing of Portfolio/Course Committees, Exam and STAR Boards, including the production of agendas,  

accurate minutes and communicating decisions as required to students and staff. Advising members of these 
committees on the University Academic Regulations. 
 

TEAM WORK AND MOTIVATION 

The role holder is required to be supportive and encouraging of others in a team; help to build co-operation by 

setting an example and showing a flexible approach to delivering team results; contribute to building team 
morale as an active participant in the team. In addition, the role holder is required to clarify the requirements ;  
agree clear task objectives; organise and delegate work fairly according to individual abilities; help the team 

focus their efforts on the task in hand and motivate individual team members.  

The ability to work as a member of a team is essential to ensure that problems are resolved promptly and 
efficiently and that work is not duplicated or missed.   

 
Work as part of an administration team to ensure successful registration and enrolment of students is completed 
prior to unit commencement and to ensure that all data and paperwork is prepared to facilitate the examination 

boards in accordance with the University’s regulations.  
 
Participate in regular meetings with team colleagues, line manager, and other academic and administrative 

colleagues to discuss current processes, and to assist in making team decisions concerning improvements to 
processes and systems. 
 

LIAISON AND NETWORKING  

The role holder is required to carry out standard day to day liaison using existing procedures in order to ensure 

dissemination of information in the right format to the right people at the right time; build relationships and 
contacts to facilitate future exchange of information. The role holder is required to create or lead networks within 
the institution or externally in order to pass on information promptly; keep people informed to ensure co-

ordination of effort and that work is done effectively.  

For example, a Role Holder who speaks with people from the wider University/people external to the University  
about basic subjects or to pass on information to other parties/staff.  In addition, actively working as part of a 

network to the benefit of the University. 

It is essential to develop and maintain good working relationships with the external examiners to ensure that 
scripts are assessed in accordance with the University’s regulations and reports are received in time for the  

examination boards. 
 
Liaise with Portfolio Lead, Course co-ordinators and academics to facilitate the collation of accurate data for 

presentation at board meetings. 
 
Maintain network and good working relationships between other University departments, such as Finance,  

Student Records, ID department, Admissions to enable efficient resolution of queries.  

 



SERVICE DELIVERY 

The role holder is required to deal with internal or external contacts who ask for service or require information;  
create a positive image of the institution by being responsive and prompt in responding to requests and referring 
the user to the right person if necessary. Contact is usually initiated by the customer and typically involves 

routine tasks with set standards or procedures. In addition, the role holder is required to deal with internal or 
external contacts where the service is usually initiated by the role holder, working within the institution's overall 
procedures or policies; AND OR understand and explore customer's needs; adapt the service accordingly to 

ensure the usefulness or appropriateness and quality of service (content, time, accuracy, level of information,  
cost). 

To act as secretary for Portfolio/Course Committee, Exam boards and STAR board meetings.  

 
Ensure that requests and queries from groups such as students and external examiners are dealt with in an 
efficient and professional manner to maintain and enhance the reputation of the University.   

 
Matters raised by colleagues within the University should also be dealt with in a similar manner to ensure that 
they are in a position to fulfil the requirements of their post, e.g. the compilation of names for graduation for the 

officer in charge of the graduation ceremony. 
 
Offer relevant support for academic colleagues, on day to day issues and for ad-hoc requests. 

 
Helping out at graduation ceremonies; duties have included ticket, programme and merchandise selling and 
setting up and being an usher during the church graduation ceremony.  

 

DECISION MAKING PROCESSES 

The Role Holders own decisions have a moderate impact on the University.  The role holder will also make 
collaborative decisions with others and play a role in contributing to others decisions.  Outcomes of both t ypes 
of decision making will also have a moderate effect on the University.  

Collaboration with other members of the team - including administrators, managers and academics - to suggest 
improvements that can be made to the processes used.  
 

Through knowledge and understanding of University regulations and programme structures assist academic  
staff to reach decisions with reference to a student issue or complaint.  
 

PLANNING AND ORGANISING RESOURCES 

The role holder is required to plan, prioritise and organise their own work or resources to achieve agreed 

objectives. In addition, the role holder is required to plan, prioritise and organise the work or resources of self 
and others within own area on a daily, weekly or monthly basis; plan and manage small projects, ensuring the 
effective use of resources; receive information from and provide information to others to complete their 

planning; monitor progress against the plan.  

Work independently and effectively to meet deadlines and priorities, within clear boundaries, without day to day 
managerial supervision.  

 
Book rooms and refreshments for meetings for external examiners as appropriate.  Forward planning as 
required within the remit of the post. 

 

INITIATIVE AND PROBLEM SOLVING 

The role holder is required to solve standard day to day problems as they arise; choose between a limited 
number of options which have clear consequences, by following guidelines or referring to what has been done 
before; recognise when a problem should be referred to others. The role holder is also required to use initiative 

and creativity to resolve problems where the optimal solution may not be immediately apparent but has to be 
assessed by a process of reasoning, weighing up the pros and cons of different approaches; identify and assess 
practical options; break the problem down into component parts.  

Demonstrating initiative by the development of new processes to improve the efficiency of the 
department/faculty. For example, developing systems for addressing student enquiries, development of student 
information sheets to improve students’ experience at the University.  
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ANALYSIS AND RESEARCH 

The role holder is required to establish the basic facts in situations which require further investigation and inform 
others if necessary. The role holder is also required to analyse routine data or information using predetermined 
procedures and gathering the information from standard sources; work accurately to complete the task precisely 

as specified.  

For example, logging of IT or Health and Safety problems with the help desk.  In relation to information analysis, 
the Role Holder should be making use of standard processes that will assist the analysis of information.  

Production and maintenance of databases with regard to student data. 
 
Data management in SITS by updating student records, such as maintaining complex data fields for returns to 

PSRBs, NCTL, PSRBs, Health Education England, Embassies or other external bodies as well as standard 
HESA fields,  
 

Amending, checking and editing of handbooks, approval documentation, interim and annual reports.  
 
Providing data and statistics reports requested by Faculty staff and Registry managers where they cannot be 

provided centrally. 
 

SENSORY AND PHYSICAL DEMANDS 

The role holder is required to carry out tasks at a level which would require either learning certain methods or 
routines or involve moderate physical effort.  

Work at desk with VDU.  Occasionally required to carry documents such as paperwork to board meetings. 

WORK ENVIRONMENT 

The Role Holder is required to work in an environment which is relatively stable and has little impact on the role 
holder or the way in which work is completed.  

For example, a stable office environment. 

The role requires the holder to understand how the work environment could impact on their work and to take 
any required action within health and safety guidelines to adapt.  
 

PASTORAL CARE AND WELFARE 

The Role Holder is required to show sensitivity to those who may need help or, in extreme cases, are showing 

signs of obvious distress; initiate appropriate action by involving relevant people.  

For example, basic low level understanding of staff who are disgruntled.  The Role Holder will be aware of when 
situations are more serious and will then involve appropriately skilled people.  

Will be required to help students who are experiencing problems which are affecting their completion of the 
unit/assignments and as a result may be extremely distressed.  There will be a need in the first instance to 
provide support and reassurance with referral to others such as their tutors or student services for further help 

if appropriate.  
 

TEAM DEVELOPMENT 

The role holder is required to advise or guide new starters working in the same role or unit on standard 
information or procedures. The role holder is required to train or guide others on specific tasks, issues or 

activities; give advice, guidance and feedback on the basis of their own knowledge or experience; deliver 
training. 

Help in the induction and training of new colleagues in the administration team.   

 
Attend regular meetings with portfolio team to offer feedback / suggestions, and to develop ideas as a team.  
 



TEACHING AND LEARNING SUPPORT 

The role holder is required to provide standard information or deliver teaching or training to introduce students 
or others who are new to the area to standard information or procedures. The role holder is required to provide  
standard information or deliver teaching or training to teach or train students or others on specific tasks, issues 

or activities; assess performance and provide feedback during the event.  

Provide information to students at the commencement of their course/units which will assist them with their 
studies, e.g. Evision registration, procedures for submission of assignments, using Recognition of Prior 

Learning (RPL), BREO. Turnitin searching 
 
To teach, inform and support academic staff with regard to any new University process or development, e.g. 

teaching academic staff to gather data from SITS/evision. 
 

KNOWLEDGE AND EXPERIENCE 

The role holder is required to apply working knowledge of theory and practice, sharing this knowledge with 
others as appropriate; demonstrate continuous specialist development by acquiring relevant skills and 

competencies.  

Advising Portfolio Lead / Course leaders /academics on student issues using prior knowledge of processes and 
University regulations e.g. at board meetings when determining action to be taken where a precedent has not 

been set.  
 
Acquire knowledge of the structures of programmes of study. 

 
SITS knowledge including registration, inputting grades, adding RPL credits, and running progression and 
awards. 

 
Have knowledge to offer student advice on student issues and processes in the faculty.  
 

 

 
  



Person Specification 
 

 

  
Essential Criteria 

 

 
Desirable Criteria 

 
Evidence 

(Assessed how?) 

 

 
Qualifications  

 

 Undergraduate degree or equivalent 
qualification/experience 

 Masters  Application form and 
certificates 

 

Knowledge  
 

 Knowledge of administrative systems and      

processes 

 Knowledge of MS Office (Word, Excel and 
PowerPoint), databases, email and the internet 

 

 Knowledge of administration      

within the Higher Education 
sector 

 ECDL 

 Use of SITS 

 Use of  CRM software 
(university uses Tribal 
Enterprise Service Desk) 

 

 From application form 

 
Experience 

 

 

 Experience of providing a highly proactive and 
comprehensive administrative service 

 Working in a complex regulatory environment 

 Working in rapidly changing environment 

 Ability to work confidently with a variety of software 
packages and willingness to undertake relevant 
training. 

 Working with databases 

 Minuting committees 
 

 Administrative experience in an 
Higher Education context 
 

 Experience of working with 
courses with professional and 
statutory body requirements 

 

 Use of SITS or another HE 
student record system 

 Application form 
 
 

 Interview 

 
Skills/abilities/ 

competencies 
 
 

 Excellent record keeping skills 

 Excellent administrative skills  

 High degree of accuracy and the ability to pay close 
attention to detail 

 Excellent verbal and written communication skills 
including the ability to interact with people at all levels 

with a sense of absolute tact and discretion 

 Highly organised and flexible approach to work with 
the ability to prioritise workload under pressure and to 

meet tight deadlines 

 Ability to work with databases accurately including 
input and understanding the output and what should 
be expected 

  Application and interview 

 Test 



 Committee secretary skills including minute-taking 
with fast turnaround 

 
Personal 

Attributes 
 
 

 Ability to work as an effective member of a team, 
exercise initiative and work independently 

 Flexible and adaptable working approach 

 Innovative 

 Commitment to ongoing professional and personal 
development 

  Interview and application 
form 
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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
: 

 

 


