
 
 
NOTE: This job description does not form part of the contract of employment but is 
provided for guidance. The precise duties and responsibilities of any job may be 
expected to change over time: job holders will be consulted over any proposed 
changes before implementation. 
 
Job Title: Quality and Standards Manager 
 
Grade:  NG6 
  
Reports to: Associate Director, Academic Quality & Standards 
 
Purpose: 

The postholder is responsible for leading on the development and 
enhancement of the infrastructure and information available to support the 
consistent implementation of the University’s Quality Assurance Framework 
and the obligations placed on the University in the provision of public 
information to support student choice and accuracy of information available to 
current students. The postholder will also lead on developments relating to 
student engagement.  

 
Principal Accountabilities 

 
1 Lead and manage the development of the Quality and Standards Office Hub 

and Web sites to support the provision of public information to meet external 
stakeholders expectations in terms of information for prospective, current and 
former students, staff and external bodies, in liaison with staff in Faculties; 
Recruitment, Admissions & Marketing Services; Student Affairs; and the 
Planning Office. 
 

2 Develop, evolve and manage the provision of template documents to support 
quality assurance procedures for both taught and research provision, and to 
promote consistent application of these processes in the Faculties. This will 
include the Course Handbook and programme specification templates as well 
as forms used by staff and students. 

 
3         Develop and maintain committee schedules, indices, and archives.  Establish 

standard and corporate templates for committee documentation for use 
across the University.  Support development of electronic working.  Provide 
guidance and training on Election matters. 

 
4 To lead on discrete tasks or projects for the Quality and Standards Office 

linked to quality enhancement initiatives for the University or for a particular 
Faculty 

 
5 Work with the DVC (Student Experience) and others to assist in the 

development and maintenance of effective relationships with the  Students’ 
Union in terms of student engagement in quality assurance processes, 
including having oversight of the course committee structures and supporting 
the Student Experience Committee.   

 



6          Act as Secretary to University Validation and Review Panels, which act with 
delegated authority from Academic Council, to include co-ordination and 
participation in meetings, liaison with External Subject Specialist advisers 
and, where necessary, with Professional, Statutory and Regulatory Bodies, 
providing a definitive report of the Panel meeting(s) and initiating follow-up 
action.  Also manage and undertake Secretariat support for validation and 
other approval panels for research Professional Doctorates and Collaborative 
Provision; to include co-ordination and participation in meetings, liaison with 
external Specialist Advisers and, where necessary, Professional, Statutory 
and Regulatory Bodies, providing a definitive report of the Panel meeting(s) 
and initiating follow-up action. 
 

7 Undertake due diligence and risk assessment activities required for the 
approval of new partnership opportunities and prepare documentation for 
consideration for committee approval. To feedback to Faculties, potential 
partners and other Corporate Services departments on the outcome, 
undertaking any follow-up work as necessary. 
 

8 To manage a range of student appeal and conduct cases on behalf of the 
Associate Director, Academic Quality & Standards and in liaison with the 
Academic Standards Manager. This will include: 

 Overseeing requests for an academic appeal against the decision of 
an Assessment Board, research viva, or Mitigating Circumstance 
Board decision including assessing whether a request can be 
considered under the University’s regulations, investigating the appeal 
and consideration of the evidence provided to support the appeal, 
recommending an outcome 

 Acting as Secretary to Student Disciplinary Panels 
  
9 To contribute to the development of the Quality and Standards Office through 

active participation in continuous professional development and external 
networks to maintain knowledge and awareness of external benchmarks and 
good practice elsewhere. 

 
 
10 Undertaking any other such duties within the competence of the post holder 

as may be assigned by the Associate Director, Academic Quality & 
Standards. 

 
 
Context: 
 
The Quality and Standards Office leads the development of the University’s Quality 
Assurance Framework and the Academic Regulations and associated policies and 
strategies on behalf of Academic Council for taught course and research provision 
including that delivered by partner institutions on behalf of the University. 
 
The University of Westminster has an established Quality Assurance Framework 
which is regularly reviewed and updated to ensure that it is fit for purpose to meet the 
needs of the University and the expectations of external professional statutory, 
regulatory and auditing bodies.  The implementation of the QA Framework is 
supported by the quality and standards office working with key academic and 
professional support staff in the Faculties and other Corporate Service departments 
to safeguard the quality and academic standards of the University’s awards and 



deliver quality enhancements to the experience of all students on University of 
Westminster awards. 
 
Collaborative Provision is an area of the University’s activity that is considered  to 
carry the potential for significant reputational risk to the University, and more broadly 
to the UK higher education sector as a whole when working with overseas partners. 
Robust quality assurance procedures to underpin the approval and delivery of the 
University’s collaborative provision are therefore crucial to the assurance of the 
safeguarding of the University’s academic standards and reputation. 
 
The office works closely with academic staff in Faculties and with Professional 
Support Staff to ensure that there is understanding of the requirements of the 
University’s quality assurance and regulatory framework and that there is an effective 
engagement and consistent implementation of the framework and the academic 
regulations. 
 
Dimensions 
 
The post-holder is expected to travel between University sites on a regular basis 
 
The post-holder will be required to engage in occasional national and international 
travel as and when required. 
 
The post-holder will be Committee Secretary and may be expected to represent the 
Associate Director, Academic Quality & Standards on the membership of Faculty 
Committees. 
 
The post-holder has line management responsibility for one member of staff and will 
provide leadership for other members of the Quality and Standards Office. 
 
The post-holder holds no budgetary responsibilities 
 
There may be restrictions on taking annual leave during busy periods and during 
term time. 
 
 
Key Relationships 
DVCs 
Deans of Faculty 
Heads of Academic Departments 
Faculty Directors of Quality 
Faculty Directors of Learning and Teaching 
Course and Module Leaders 
Chairs of University Committees and Working Groups 
Director, Admissions 
 Director, Marketing Services  
Planning Office 
Faculty Registry Managers 
Faculty Assessment Officers 
Faculty Committee Secretaries 
UWSU 
 
 
 
 



 
PERSON SPECIFICATION 
 

Essential Criteria Desirable 

Qualifications  

A good honours degree or 
demonstrable equivalent information 
research, analytical and interpretative 
ability. 
 

Membership of the AUA or other 
relevant professional body 

Knowledge and Experience  

A track record in academic 
administration  in Higher or Further 
Education 
 
Knowledge and understanding of 
current issues in the UK HE sector. 
 
Knowledge of the UK’s Quality 
Assurance Agency guidance and policy. 
 
Experience of implementing quality 
assurance procedures at an institutional 
and local level. 
 
Understanding of the need for 
consistency in implementation of policy 
and procedure across the University. 
 
Experience of providing detailed advice 
on Academic Regulations 
 
Experience as a Committee Secretary 
 
Experience of project leadership. 
 

Knowledge of comparable international 
quality assurance systems. 
 
 

Aptitude and Abilities  

Excellent communication and 
interpersonal skills 
 
The ability to articulate complex issues 
in a manner which is clear and concise. 
 
Leadership skills and the ability to line 
manage and motivate staff. 
 
The ability to draft policy, administrative 
procedures, regulations and published 
guidance. 
 
Attention to detail and the ability to 
organise a heavy workload, identify 
priorities, meet deadlines and work well 

Experience of data management on a 
Student Record System. 



under time constraints and other 
pressures. 
 
Good problem solving skills. 
 
Competence in standard office IT 
applications. 
 

Personal attributes  

Political sensitivity, tact and diplomacy 
 
Integrity, impartiality and a balanced 
approach to complex issues. 
 
The ability to work independently and as 
part of a team. 
 
The flexibility to adapt in an ever 
changing sector 

 

 
 
 
 
 
 


