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UNIVERSITY OF DERBY
JOB DESCRIPTION

	JOB TITLE  
	Assistant Registrar – Student Services 

	DEPARTMENT 
	The Registry

	LOCATION 
	Kedleston Road, Derby DE22 1GB

	JOB NUMBER
	
	SALARY 
	55,650 - £63,176

	REPORTS TO 


	Academic Registrar
Works with Registry Leadership Team


	Departmental Goals and Behaviours

	· Registry Leadership team member responsible for developing and embedding a Registry culture which is exciting, dynamic, ambitious and passionate about student experience.

· Develop mutually supportive relationships and partnerships with academic and Registry colleagues to ensure that the needs of the College are being supported with a particular focus on supporting the following strategic priorities:

                     a. TEF

                     b. NSS

                     c. REF

                     d. Retention and achievement

                     e. Employability

· Role model leadership behaviours, setting professional standards and expectations with your immediate team and influencing the Registry Leadership team.

· Collaborate with other Assistant Registrar and College Registrars to achieve shared outcomes.

· Be committed to success and not constrained to own team performance.  Independent minded, able to command respect and support from local and corporate teams in equal measure.

· Develop, review and maintain services which are driven by research and evidenced based practice, underpinned by appropriate measures for benchmarking performance and achievement.  

· Hold responsibility for human resource management and associated budgets.

· Represent Registry’s expertise and interests across the University.

· Drive an ethos of staff development, encourage external networking and results orientated recognition.

· Take collective responsibility for resource management & budget.


	Role Summary

	This post oversees services which have a critical impact on the satisfaction, wellbeing, retention, achievement and success of University of Derby students, with the potential to positively enhance institutional reputation. 

The post holder will provide inspirational leadership and management and hold accountability for the effective and efficient delivery of exceptional services underpinning the student lifecycle including:
· Psychological Wellbeing

· Disability Advisors

· Support Coordination Service

· Health & Wellbeing

· Student Money, Advice & Rights

· Student Access & Information Management

· Halls Wellbeing

· Chaplaincy

· University of Derby Assessment Centre
· Park Medical Practice (GP provision)
· Occupational Health Contract
Setting a clear vision and successfully implementing sector leading, customer focused services, providing a first class experience to students at each of the critical student services touch points. The post is responsible for setting clear strategy and providing authoritative expert advice and guidance to the senior University colleagues on matters relating to the student services portfolio. 

This role will provide authoritative expert advice and guidance to RLT and senior University stakeholders on matters relating to the Student Services/Wellbeing. Develop long term strategies and implement plans to optimise efficiency and embed Service Excellence.
Ensuring services are proactive and inclusive, enabling a smooth student journey for all students regardless of nationality, mode of study, location of study, disability or background. This post holds responsibility for overseeing the safeguarding policies, procedures and operation across the institution. 

Leadership skills of ideas creation, translating these into action, inspiring staff teams to implement and achieve success, and managing stakeholder (internal/external) demands.  This will take resilience, tenacity, knowledge and strength of resolve to both influence and resist stakeholder pressure.


	Principal Accountabilities


Work flexibly including, when required, during evenings and weekends undertaking any duties, as required, relevant to the level of the post.

	1. Develop collaborative ways of working across The Registry, ensuring that governance and best practice is intrinsic in all working practices. 
2. Implement a high quality administration in line with Registry principles that support students, employers, visitors and external agencies.

	Person Specification



	Essential Criteria

Qualifications

· Educated to degree level standard or equivalent significant work based experience 

Experience

· Experience of managing services for students (particularly relating to wellbeing and welfare) in HE

· Experience of handling Safeguarding issues and responding to critical incidents
· Experience of negotiating stakeholder requirements, planning work and managing expectations 

· Demonstrable experience of successfully managing competing priorities within a resource-limited environment 

· Experience of managing organisational change at a Senior level 

· Ability to demonstrate the building and maintaining of strong working relationships with all areas of an organisation 
· Experience of negotiating and developing Service Level Agreements, Key Performance Indicators and Metrics, including external benchmarking 

Skills, knowledge and abilities

· Ability to set a vision and strategy and create buy-in from key stakeholders 

· Strategic thinker with the ability to translate strategy into implementation and operational plans 

· Ability to lead and manage change whilst maintaining workforce motivation and engagement 

· Resilient, proactive and adaptable to change 

· Understanding, belief and demonstration of a customer service ethos 

· Drive and determination for excellence 

· Ability to lead a team and develop & sustain relationships across the organisation. 

· Excellent prioritisation and delegation skills 

· Ability to motivate and encourage teams in a demanding, customer-facing environment 

· High level of ability in people leadership & management 

· Ability to use data and information effectively to set and monitor performance objectives 

· Ability to manage and plan people and non-people resources to meet business priorities 

· Knowledge and understanding of the key personal and social issues affecting students in Higher Education
· Excellent interpersonal skills 
· Ability to demonstrate tact and diplomacy in dealing with a wide range of contacts both internal and external to the University 

· Excellent digital capability and awareness
Business requirements

· Flexibility with regard to working hours 

· Requirement to participate in Open and visit days and school/College visits 

· Ability to operate across more than one location in a cost-effective manner 

· Potential to work unsocial hours on occasions and by agreement (e.g. serious incident management) - 
Desirable Criteria
Qualifications

· Relevant professional body membership
· Post graduate Qualification
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