
 
 
 
This job description does not form part of the employee’s 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 should be consulted over any proposed changes to this job description before 
implementation 
 
Job title:  Graduate School Coordinator 
 
Report to:  Graduate School Manager  
 
Grade:   NG4 
 
 
Purpose 
 
This is a key role within the Graduate School Registry.  The post holder will be responsible for:  
 

• Ensuring the operation of all administration activities related to the key progression stages 
for Doctoral Research Students and informing developments and policy in this area. 

• Provision of an excellent experience to Doctoral Research students through the 
development and maintenance of efficient and effective administrative processes 

• Compliance with University regulations and policies in relation to the key stages of 
progression in research degrees 

• Ensuring accuracy of data held on SRS and VRE and alignment between the two systems 
• The doctoral researcher programme areas of the University’s Virtual Research Environment 

 
Principal Accountabilities 
 

1 Manage, and oversee operational implementation of, all aspects of the processes 
related to the key stages of Doctoral Student progression and completion; including, 
annual review and progression, and examination arrangements. Work with academic 
colleague in all faculties across the institution to manage the calendar of work which 
feeds into the annual cycle of activity for doctoral researcher programmes to optimise 
efficiency and ensure compliance with policy and regulations. .  
 

2 Manage the Graduate School functionality of the University’s Virtual Research 
Environment (VRE) making full use of the system to ensure excellent service delivery 
and enhance the student experience. Provide training and briefings to doctoral students 
and supervisors on the VRE  
 

3 Specify required developments and enhancements and provide professional, specialist 
advice to staff on the use of VRE Business processes, acting as the expert in explaining 
due process and identifying errors. Maintain and develop the roadmap for the VRE 
doctoral programmes and Graduate School functions and liaise with Information Services 
in identifying and implementing new requirements and providing specifications to the 
supplier 

 
4 Undertake the Secretariat role for the Research Degrees Progression Committee,  

planning and managing the work of the Committee; providing authoritative advice and 
direction to the chairperson (covering admissions, suspensions, extensions, exclusions, 
withdrawals and mitigating circumstances); writing and devising policy and regulations, 



in liaison with the Quality & Standards Team; and ensuring that follow-up action is 
taken.  

 
5 Oversee the implementation of the outputs of the Research Degrees Progression 

Committee with particular responsibility for reviewing and agreeing individual 
student programmes of study and working closely with the Graduate School Director 
and Quality and Standards Team to provide specialist advice on student casework 
and resolution of issues, complaints and appeals. Ensure appropriate and timely 
communications with faculties and students on decisions and associated impact. 

 
6 Coordinate, in liaison with the Disability Learning Support team, the learning support 

arrangements for students with disabilities ensuring compliance with the Equality Act.  
Be responsible for monitoring resource required and preparing an annual report to be 
submitted to the Graduate School Board. 
 

7 Produce and present statistical information and reports on recruitment, enrolment, 
progression, submission and completion rates and other student information to inform 
internal decision making   by the Graduate School and University management and for 
inclusion in external auditing exercises. 

 
8 Manage the attendance and engagement of doctoral research students in line with 

University Policy and external government requirement. Work with the University’s Tier 
4 Adviser to ensure compliance with external requirements. 

 
9 Coordinate and manage, in liaison with CREA, Student Funding, Finance and the 

Colleges, the arrangements and promotion of studentships ensuring compliance with 
Research Council, and other external funding bodies’ requirements. To be responsible 
for monitoring changes to student statuses and to report on these appropriately to 
ensure accurate payments. 

 
10 Responsible for managing the creation of new programme information and regulatory 

changes on the student record system in liaison with the Quality and Standards Team 
and for ensuring alignment between SRS and the VRE. Audit Research Degree student 
records, working closely with the Planning Office and the SRS team, to ensure the 
integrity of data and provide accurate and timely management information to inform 
decision making. 

 
11 Manage the coordination of research degree student enrolment and orientation 

programmes in liaison with CREA, Student Affairs and the Colleges.  
 

12 To maintain and enhance the online coverage of the University’s research degree 
activities, with particular reference to key stages and Research Degree Progression 
Committee. 

 
13 To undertake any other such duties as appropriate within their  competence as required 

by the Graduate School Manager from time to time 

 
 
 
CONTEXT 
The Academic Registrar’s Department is responsible for oversight of academic and student 
administration services across the University.  It has an establishment of over 100 staff. In 2015 ARD 
adopted the following mission statement: 
 

The Academic Registrar’s Department will be recognised for excellence and professionalism in 
leading the University’s academic administration and academic governance functions. As a team 



of specialist professional practitioners, and through the provision of expert advice and the 
ownership and management of holistic and efficient administrative processes and policies, we 
will meet our responsibilities by: 
 

- assuring academic standards and enhancing academic quality through the effective 
management of the University’s academic infrastructure; 

- supporting the strategic leadership and delivery of learning, teaching and research; 
- delivering a seamless student journey through the administrative lifecycle from enrolment 

to graduation and beyond, wherever appropriate using technology to improve efficiency, 
remove barriers and provide solutions that will allow stakeholders to access our services 
wherever and whenever is convenient to them;  

- ensuring the quality and integrity of all student- and course-related data, and developing 
effective and efficient data management and related business processes; and 

- ensuring the effective delivery of academic programmes and Faculty events and activities 
through the provision of professional support to Deans and senior academic colleagues.  

 
Our work will enhance the student experience through anticipating and responding to student 
need, and putting the student’s expectations at the heart of all that we do. 
 

The Graduate School Registry supports research students and academic staff across the 
University, ensuring the effective and consistent implementation of policies, procedures and 
regulations. The Graduate School Registry works in close liaison with the Graduate School 
Board to ensure the delivery of the mission and objectives of the Graduate School and to 
continuously work to enhance the experience of doctoral research students. There are 
currently circa 500 doctoral research students enrolled across the University. These 
students and their supervisory teams are supported by the Graduate School Registry’s 
specialist team of 4 staff. 
 
The Graduate School Registry is part of a wider Campus Registries team which provides 
student-facing academic administrative support and services to students and course teams 
across the University. 
 
The University requires all postholders to have an understanding of individual health and safety 
responsibilities and an awareness of the risks in the work environment, together with their 
potential impact on both individual work and that of others. 

 
At certain busy times of the year (for example during enrolment, examination, assessment, 
graduation and course modification periods), it may be necessary for ARD staff to work outside 
normal working hours, including occasional weekends, and annual leave may be restricted during 
these times. Any additional hours worked will be compensated in accordance with the University’s 
overtime policy. 
  
All ARD staff may be required to help support any ARD activity according to business need, 
whether or not that activity forms a core part of the roleholder’s job description. 
 
 
KEY RELATIONSHIPS 
Graduate School Director 
College Research Leads 
CREA 
Campus Registry Managers 
Disability Support Team 
Student Affairs 
Finance 
Quality & Standards Team 
SRS Team 
IS VRE Support Team 



 
  



PERSON SPECIFICATION  
 
 Essential criteria Desirable 

Criteria 
Qualifications Graduate or equivalent experience 

  
 

Training and 
Experience 

Demonstrable experience of Higher Education 
administration preferably in a research environment 
 
Highly competent in the use of digital  student record 
systems 
 
High standard of numeracy and literacy. 
 
Highly IT literate with excellent MS Office skills. 
 
Experience of the administration of assessment and 
progression and interpreting regulations  
 
Experience of developing processes to ensure 
professional and regulatory standards are maintained 
and developed 
 
Experience of manipulating and analysing data to 
resolve problems and inform decision making 
 

Familiarity with 
statistical returns 
 
Advanced user of 
SITS 
 
Knowledge of 
current issues in 
the HE sector 
 
Experience of the 
administration of 
assessment for 
research degrees 
 
 
Experience of 
compiling reports 
for a range of 
audiences 

Aptitude and 
abilities 

Good team membership skills 
 
Excellent attention to detail 
 
Strong communication  and interpersonal skills, 
showing an ability to persuade and motivate a range of 
customers 
 
Ability to establish good working relationships with staff 
and students and external bodies 
 
Ability to work in an efficient and organised manner 
with the ability to prioritise and handle multiple tasks 
and competing priorities 
 
Ability to use tact and discretion when working with 
sensitive and personal issues 
 
Proven commitment to customer care 
 
Ability to use own initiative and consider the wider 
context and implications when problem solving 
 
Ability to meet changing and competing priorities and 
deadlines 
 
Flexible attitude to changing environments and ability 
to learn new skills and faculty specific knowledge 
quickly. 
 

 



Commitment to developing a career in Higher 
Education 

Personal 
Attributes 

A pro-active approach to problem solving. 
 
Self - motivated with a flexible positive attitude. 
 
Ability to work well under pressure on own initiative 
and as part of a busy team. 
 
Fully committed to contributing to a stimulating 
learning and working environment which is supportive 
and fair, based on mutual respect and trust, and in 
which harassment and discrimination are neither 
tolerated nor acceptable. 
 
 

 

 


