
 

 

Role profile 

 

Job title  

Head of Policy and 
Operations (Associate 
Director, Deputy Registrar’s 
Division) 

Job family 
and level 

Administrative, Professional 
and Managerial Level 6 

School/ 
Department 

Deputy Registrar’s Division 
Registrar’s Department Location University Park Campus 

Purpose of role 
 

The work of the Deputy Registrar’s team is to enhance the student experience and enable 
academic endeavour. This needs to be informed by expert analysis, data and focused project work 
delivered by this role and their small team.  They will provide senior strategic oversight of policy 
and practice trends across the sector in the UK and overseas, being one step ahead by focusing on 
emerging opportunities to the advantage of the University.  
 
They will help co-ordinate ad hoc reporting requirements, co-ordinate the department’s 
engagement with the formal governance structures, draft and co-ordinate the drafting of papers on 
behalf of senior colleagues including UEB members, co-co-ordinate task and finish groups 
including leading the operational response to key regulator or committee requirements; adopting a 
‘develop, deploy, depart’ approach. Through their team they will also oversee some of the core 
business operations of the Deputy Registrar’s Division.  
 

 Main responsibilities 
(Primary accountabilities and responsibilities expected to fulfil the role) 

% time  
per 
year 

1 

Policy Development and Research  
▪ Manage the policy and research programme of Deputy Registrar’s 

Division and in support of the PVC Education, writing policy papers, 
research reports, briefings and responses for a wide range of 
audiences including internal (for example UEB, Council, Senate) and 
for use in external submissions eg Office for Students, Govt. ministers 
etc.  

▪ Undertake original research, qualitative and quantitative data analysis, 
developing appropriate policy recommendations and provision of 
specialist in-depth policy papers and briefings, supported by evidence, 
both planned in advance and on request.  

▪ To provide supportive co-ordination/monitoring of relevant activities 
across the whole of the Registrar’s department, joining up with and 
supporting senior colleagues. This includes working on relevant 
projects and activities and providing direct support to the Registrar on 
specific policy, research or task and finish group activity.     

25%  

2 
Paper and Reporting Co-ordination 
▪ To plan, develop and deliver a cross division programme of papers and 

reports to key decision making bodies in the University.  
25%  



▪ Drafting and working with others on the drafting of influential papers on 
operational delivery and strategic opportunity that enable decisions to 
be made informed by policy and research. 

3 

Project Management 
▪ To co-ordinate and lead multiple simultaneous small projects to help 

effect changes across the University education agenda – delivering 
directly and coordinating the delivery of others.  

▪ Design, develop, deliver, and refine: a training package for senior T&F 
secretaryship delivered to senior professional services managers and 
their deputies driving up the quality and standard of work in this area.  

▪ Lead project groups and support project groups delivering against 
strategic priorities and other requirements. 

15%  

4 

Strategic Pilots in Education and Student Experience 
▪ Engaging with, responding to and delivering against strategic pilots in 

the sector – this may be the ‘first time response’ to new regulatory 
regimes, professional bodies etc. or leading on a new initiative in the 
University. 

15%  

5 

Departmental Planning and Organisation 
▪ Co-ordinate the planning and monitoring process in the Deputy 

Registrar’s Division, ensuring a coherent approach to the planning, 
financial, technical and HR needs. 

▪ Ensure effective data analysis across Deputy Registrar’s department 
including providing effective regular data reports to the Senior 
Management Team.    

10% 

 
People Management, Financial Management 
▪ Day to day line management responsibilities of a small team including 

their development and support. 
10% 

Person specification 

 Essential Desirable 

Skills 

▪ Demonstrable ability in successfully applying 
quantitative data analysis and qualitative 
analysis to inform policy papers and 
strategic plans.  

▪ Excellent interpersonal skills with a high 
level of empathy and confidence.  

▪ Outstanding literacy skills and ability to draft 
persuasive and succinct arguments 
exploring complex and difficult to understand 
information. 

▪ Ability to provide briefing papers that are 
used by a wide range of audiences including 
public domain.  

▪ Ability to provide executive level advice in a 
persuasive way.  

▪ Experience of providing a Secretary role to 
senior groups or committees including 
executive level.   

▪ Good levels of budgetary and numeracy 
skills.  

 



▪ Excellent customer service skills and the 
ability to inspire others to perform at the 
highest level.  

Knowledge and 
experience 

▪ Experience of successfully devising policy 
recommendations and producing engaging 
papers.   

▪ Knowledge of higher education and related 
policy issues.  

▪ Significant successful experience of planning 
and undertaking policy and research.  

▪ Significant successful experience of 
responding to regulator requirements, govt 
consultations and other bodies.   

▪ Understanding of and experience of 
successfully navigating university or similar 
governance structures to best effect.  

▪ A fundamental belief in the value of higher 
education; of the importance of providing 
opportunity to students to develop 
themselves and succeed in their future lives. 

▪ Experience of drafting terms of reference 
and managing associated activity. 

▪ Experience of project management and 
project planning and an ability to deploy 
those skills appropriately to both small and 
large project work. 

▪ Experience of staff line management and 
associated responsibilities.  

▪ Understanding and commitment to equal 
opportunity policies and procedures and 
their implications for universities, staff and 
students. 

▪ Experience of policy 
and research in HE 

Qualifications, 
certification and 
training 
(relevant to role) 

▪ Degree or equivalent qualification. 
▪ Postgraduate qualification including research 

element and / or relevant experience of 
operating at a senior level in policy 
development and research.   

▪ Track record of professional development. 

 

 

 
 

 
The University of Nottingham is focused on embedding equality, diversity and 
inclusion in all that we do. As part of this, we welcome a diverse population to 
join our work force and therefore encourage applicants from all communities, 
particularly those with protected characteristics under the Equality Act 2010. 



Expectations and behaviours 

The University has developed a clear set of core expectations and behaviours that our people 
should be demonstrating in their work, and as ambassadors of the University’s strategy, vision and 
values. The following are essential to the role: 

Valuing people Understands that it is essential to provide a structure that people can 
thrive in. Knows how to communicate with people to create a healthy 
working environment and get the best out of people. 

Taking ownership Communicates vision clearly, providing direction and focus. Knows how 
to create a productive environment where people are inspired and can 
work cross-departmentally in partnership. 

Forward thinking Has the ambition to be a pioneer in own area, anticipating the future 
change, needs and challenges. Knows how to innovate within their work 
context and champions others to be inspired to be part of this ambition 

Professional pride Keeps up to date on latest thinking, trends and work practices. Supports 
team to be thought leaders; willing to challenge if obstacles get in the 
way. 

Always inclusive Establishes far reaching partnerships, well beyond own area across a 
broad range of networks. Understand role to pay due regard to the needs 
of the whole community. 

 

Key relationships with others

 

 
 



 



 


