
 

 

  
  

 Job Description  

 

NOTE: 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 Administrator  

  

Reports to:  Graduate School Manager  

 

Grade:   NG3  

  

Purpose  

  

The Graduate School Administrator is based in the Graduate School Registry within the 

Academic Registrar’s Department. The postholder is responsible for undertaking a range 

of administrative responsibilities which underpin the smooth running of the University’s 

research degrees and supporting the delivery of a high-quality service to doctoral research 

students at the University. 

  

Principal Accountabilities  

 

1. Advise students and academic staff on University regulations, procedures and 

services. Provide a courteous and efficient information and advice service delivering 

a high level of customer care in person, writing and by telephone. 

 

2. Provide official letters to students and external bodies; including completion of the 

provision of information to the University’s Tier 4 Compliance Team for the purposes 

of supporting Confirmation of Acceptance for Studies (CAS) and Doctoral Extension 

Scheme (DES) applications. 

 

3. Create and maintain accurate student records using the University’s student 

record system, the Virtual Research Environment (VRE) and paper-based files, 

and regularly review student data in order to ensure accurate management 

reporting. Process completion of key stages on the student records system 

including end of year progression. 

 

4. Maintain student attendance and engagement monitoring records in accordance 

with University policy. 

 



 

 

5. Maintain a Graduate School Calendar of events and key dates and administer 

circulation of Graduate School newsletters and other information to doctoral 

research students and the Graduate School community. 

 

6. Coordinate the submission process for doctoral theses, including liaison with the 

examination panel, administration of payments and HR requirements for external 

examiner payments and management of EThOS.  

 

7. Prepare materials required for Research Degree Progression Committee 

meetings and act as Clerk to the Committee, recording decisions and 

discussions. 

 

8. Contribute to consideration of individual student casework, meeting regularly with 

the registry team to review student cases and liaising with the Faculties to identify 

potential issues and take action as required. 

 

9. Provide logistical support to events that run through the Graduate School, 

including the Doctoral Research Development Programme (DRDP) through room 

bookings, catering orders and involvement in events. 

 

10. Play an active role in the enrolment and re-enrolment of students, monitoring 

necessary actions and outcomes and the coordination of orientation for new 

doctoral research students. 

 

11. Within the provisions of the University’s Data Protection Policy and the General 

Data Protection Regulation (GDPR), to liaise with third parties on behalf of 

students (Home Office, sponsors, etc.) 

 

12. Prepare fee variations required for non-standard fees and liaison with financial 

services teams regarding student invoicing queries. 

 

13. Undertake any other such duties as appropriate within the competence of the role as 

required by the Graduate School Manager from time to time. 

 

Context  

  

The Academic Registrar’s Department (ARD) is responsible for the academic 

administration of the University. It has an establishment of over 100 staff. The ARD 

mission statement was adopted in 2014/15 and updated in 2018/19:  

 

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, 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 

assessment; 

- 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 College activities, events and processes through 

the provision of professional support to Heads of College and their senior teams.  

 

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 work continuously to enhance the experience of doctoral research students.  

 

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. 

 

Organisational Structure 
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Dimensions 

 

The postholder will be based within the Graduate School Registry based but may be 

required to work at different sites from time to time, to ensure the effective delivery of 

module registration and examination processes. 

 

The post-holder holds no budgetary or line management responsibilities  

 

• There are currently circa 450 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. 

 

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 role holder’s job description.  

  

Key Relationships  

 

Graduate School Academic Community (Director, Deputy Director, Doctoral Co-ordinators 

and Supervisors) 

ARD Student Administration Teams 

Postgraduate Admissions Team 

Student Finance 

Estates (Catering and Reception Teams) 

 

 

 

 

  

    

  



 

 

PERSON SPECIFICATION  

  

 Essential criteria  Desirable Criteria  

Qualifications A level or equivalent experience Graduate or equivalent 

experience 

 

Training and 

Experience 

Experience of working in a team 

 

High standard of numeracy and literacy 

 

Highly IT literate with excellent MS 

Office skills 

 

Experience of working in an 

administrative position 

 

Experience of establishing good 

working relationships with internal 

and external stakeholders  

 

Experience of working in an efficient and 

organised manner with the ability to 

prioritise and handle multiple tasks 

 

Experience of working in 

Higher Education 

 

Experience of working in 

Customer service and 

delivering a high 

standard of customer 

care 

 

Experience in the use and 

application of student 

record systems 

Aptitude and 

abilities 

Strong oral and written communication skills 

 

Strong attention to detail 

 

Ability to use tact and discretion when 

working with sensitive and personal 

issues 

 

Ability to work under pressure as part of 

a busy team 

 

A proactive approach to problem solving 

 

A flexible attitude to changing workloads 

 

Strong commitment to providing excellent 

customer care to a range of stakeholders 

 

Strong motivation to work in Higher 

Education 

 

  



 

 

 Essential criteria  Desirable Criteria  

Personal 

Attributes 

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 
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