Rose Bruford College - JOB description and person specification

	Job Title: Academic Programme Operations Manager Full-Time
	RBC Reference: (2026) RBC600

	Reports to:  Academic Registrar
	Department  Academic Affairs



	Pay Band:   7
	Date:  March 2026



	Role responsibilities (include information on people management/teams, budgets and other resources with direct responsibility)

	The Academic Programme Operations Manager provides strategic and operational leadership of the College’s Programme Administration and Assessment function across all provision delivered in Sidcup, Wigan and collaborative partnerships. They lead the team that provides expert advice and professional support to students and academic staff around attendance, engagement, mitigating circumstances, academic progression and awards.

The postholder is responsible for ensuring a high-quality, compliant, efficient and student-focused administrative service that supports academic delivery and safeguards academic standards. The role leads and develops a team of professional administrators, owns key academic processes end-to-end, and drives continuous improvement in systems, service delivery and regulatory compliance.

The role operates with significant autonomy and contributes proactively to institutional planning, quality assurance and enhancement activity, exercising sound judgement and problem-solving skills to manage operational and regulatory issues within a small but complex organisation.

Consistently contribute to creating positive outcomes for students by participating in initiatives and support that enhance the student experience, with measurable impact on students’ satisfaction and success as evidence by feedback and performance metrics.


	Key working relationships/contacts specific to the role holder 



	· Academic Registrar

· Programme Directors and academic teaching staff

· Students

· Student Life, Admissions and Academic Affairs

· Timetabling and Quality teams

· Student Union

· External partners where appropriate



	Main responsibilities, duties and accountability of the role 



	1


	Operational Leadership and Service Delivery

The postholder is accountable for and will lead the delivery and continuous improvement of high-quality programme administration services, ensuring robust regulatory compliance, effective processes and resilient operational practice.

· Provide leadership of the Programme Administration and Assessment function.
· Ensure delivery of a professional and student-centred administrative service supporting the full student lifecycle from enrolment to award.
· Act as the senior point of escalation for complex programme administration and assessment matters.
· Oversee consistent application of academic regulations, policies and procedures.
· Provide seamless support through effective coordination between programme administration, academic staff and central professional services.
· Plan, monitor and manage cyclical academic processes, identifying risks and implementing mitigation strategies during peak periods.

	2
	Process Ownership and Continuous Improvement

The postholder will champion a proactive and process-driven approach to service development, embedding efficient, consistent and scalable administrative practices.

· Own and continually review core programme administration processes, including attendance & engagement monitoring, mitigating circumstances, progression, awards and assessment administration.
· Ensure processes are efficient, clearly documented, compliant and consistently applied.
· Lead the review, redesign and implementation of improved systems and workflows, utilising appropriate technologies.
· Proactively identify opportunities for enhancement and optimisation.
Support and lead projects to enhance institutional strategy and student experience.

	3
	Assessment and Academic Governance

The postholder will play a key role in safeguarding academic standards through effective administrative governance and oversight.
· Lead and manage all assessment-related administration, ensuring accuracy, timeliness and regulatory compliance.

· Oversee the organisation and governance of Assessment & Exam Boards, including:

· Preparation of documentation

· Clerking and minute-taking

· Application of academic regulations

· Accurate recording and communication of outcomes

· Ensure effective administration of assessment feedback timelines, verification processes and liaison with external examiners.

· Manage the accurate recording of results and awards.

· Support academic complaints and appeals processes in collaboration with Quality colleagues.

	4
	Regulatory Compliance and Quality Assurance

The postholder will ensure compliance with institutional regulations and external regulatory requirements, supporting effective quality assurance processes.

· Ensure adherence to college regulations, policies, and relevant external regulatory requirements.
· Support programme monitoring and quality review processes.
· Liaise with Quality, senior staff and programme teams to ensure documentation is timely, maintained accurately and in line with UK GDPR and retention schedules.
· Ensure consistent and confident communication of regulations and policy to staff and students.
· Take responsibility for of compliance areas including attendance monitoring and regulatory reporting requirements for continuing students i.e. UKVI

· Maintain an active awareness of sector developments, regulatory change and emerging best practice, including monitoring updates from the Office for Students and relevant sector bodies, and proactively advising colleagues on implications for policy, process and compliance.

	5
	Strategic Planning, Data and Reporting

· Generate and analyse management information relating to programmes & students to inform planning and decision-making.

· Contribute to institutional planning cycles, advising on operational feasibility and resourcing implications.

· Prepare high-quality reports and briefings for committees and senior leadership.

	5


	Team Leadership, Management and Development

The postholder will lead, develop and support a motivated, high-performing and adaptable team.

· Provide line management and leadership to the team.

· Allocate workloads strategically to ensure equitable distribution and resilience across the team.

· Develop capability within the team, fostering a culture of accountability, continuous improvement and professional growth.

· Promote collaborative and consistent working practices, embedding best practice and standardisation across all provision.

	6
	Stakeholder Engagement and Relationship Management

· Build and maintain effective relationships with academic staff, professional services teams, students and external partners.

· Represent Programme Administration at relevant committees and groups.

· Work closely with colleagues across services to ensure a coordinated and seamless student experience.

	7


	Project and Change Management

· Lead the ongoing development and professionalisation of the Programme Administration function, building team capability and embedding efficient, modern administrative practices

· Lead and contribute to student experience enhancement projects, process optimisation and system implementation.

· Translate strategic change into effective operational delivery.

· Influence and engage stakeholders to adopt new processes and improvements.

	8


	Compliance and Professional Responsibilities
· Ensure compliance with college policies and statutory requirements.

· Complete mandatory training as required.

· Work flexibly to support key points in the academic cycle, including evenings or weekends where necessary.

	9
	Requirement to complete annually all statutory training using the ONLINE training service.

	Special requirements for this role:   

The postholder will ensure compliance with all College policies and procedures.

· The role requires accuracy, discretion, and the ability to manage sensitive student information appropriately.

· Flexibility to attend various training sessions and seminars.
· Some occasional travelling may be required, for example, during registration or to conferences



	N.B. The postholder may be required to undertake any other duties which may reasonably be required as within the nature of the duties and responsibilities of the post as defined, subject to the proviso that normally any changes of a permanent nature shall be incorporated into the job description in specific terms.




PERSON SPECIFICATION FOR ROLE OF Academic Programme Operations Manager

Key to validate section: (1) AF Application form (2) AS Assessment (3) I Interview

	Competency for the role 


	Requirements for the role 
	Essential
	Desirable


	Validate AF/AS/I

	Qualification 


	· A first degree or substantial experience operating in a managerial capacity within Higher Education. 
· Evidence of continuing professional development and commitment to maintaining up-to-date sector knowledge.
	X


	X


	AF

AF



	Knowledge & Experience


	· Substantial experience of programme administration within Higher Education, including assessment and academic governance processes.

· Expert knowledge of academic regulations, quality assurance processes and relevant codes of practice.

· Demonstrable experience of leading and managing teams and fostering a high-performance culture.

· Experience of developing, reviewing and improving administrative systems and processes to enhance efficiency and service quality.

· Experience of interpreting, applying and advising on academic regulations in complex student cases.
	X

X

X

X

X
	
	AF/I

AF/I

AF/I

AF/I

AF/I

	Regulatory & Sector Awareness 
	· Awareness of the external regulatory environment for Higher Education.

· Experience of translating regulatory or policy change into operational practice and advising colleagues on implications.

· Engagement with professional networks or sector forums to maintain awareness of best practice and emerging developments.
	X


	X

X
	AF/I

AF/I

AF/I

	Skills & Attributes
	· Strong operational leadership skills with the ability to take ownership and accountability for service delivery.

· Excellent organisational skills with the ability to manage competing priorities and guide others in meeting deadlines.

· Strategic thinking capability, with the ability to translate institutional priorities into effective operational plans.

· Confidence to challenge existing practice constructively and drive continuous improvement.

· Excellent influencing and relationship-building skills across organisational boundaries.

· Ability to work autonomously and exercise sound professional judgement.
	X

X

X

X

X
	X
	AF/I

AF/I

AF/I

AF/I

AF/I

A-F/I



	Communication & IT Skills


	· Advanced written and verbal communication skills, with the ability to produce high-quality reports, briefings and committee papers.

· Empathy with the student experience and a commitment to service excellence.
	X

X
	
	AF/I

AF/I

	Teamwork, Planning & Service Delivery
	· Ability to plan, prioritise and allocate resources effectively within financial and operational constraints.

· Ability to collaborate effectively with academic and professional services colleagues to ensure coordinated service delivery.
	X

X
	
	AF/I

AF/I

	Problem solving 
	· Proven ability to resolve complex operational and regulatory issues using sound judgement and evidence-based analysis
	X
	
	I

	Service Delivery 


	· Commitment to compliance with all College policies and statutory requirements.

· Willingness to work flexibly during peak periods of the academic cycle.
	X

X
	
	I

AF/I

	Sensory and physical 


	· Regular use of IT systems and display screen equipment for extended periods.

· Occasional travel may be required in support of college activities.
	X

X


	
	AF

AF

	Special requirements for this role:   

The role requires a high degree of professionalism in handling sensitive and confidential student information. The post holder must demonstrate sound judgement in the interpretation and application of academic regulations and college policies.

Flexibility is required to support key points in the academic cycle, including occasional evening working and extended hours during peak periods.

The postholder will be expected to work collaboratively and with external partners where required.

	Please read before signing.  

When you sign this job description and person specification document you confirm that this is an accurate reflection of the tasks, duties and responsibilities the role holder will be required to deliver.



	You are advised to retain a copy of the completed job description and person specification for reference. 



	Signed by Line Manager:








	Date: 



	Signed by Role Holder (if applicable)


	Date: 


