

	Job Title Programme & Quality Administrator 1.0 FTE

	RBC Reference: (2026) RBC603

	Reports to:  Academic Programme Operations Manager
	Department Academic Affairs


	Pay Band:   4
	Date:  May 2026


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

	Reporting to the Academic Programme Operations Manager and working closely with the Head of Academic Quality within Academic Affairs, the postholder is responsible for providing high –quality administrative support across programme delivery and academic quality activities.
The role contributes to the effective delivery of academic programmes by ensuring accurate administration of student data, assessment processes, and regulatory requirements, alongside dedicated support for academic quality assurance and enhancement activity. Working collaboratively with academic staff and professional services teams, the postholder supports positive student outcomes through timely, accurate record‑keeping, clear communication, and adherence to College policies and regulations.
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 metric



	Key working relationships/contacts specific to the role holder 



	· Academic Programme Operations Manager
· Head of Academic Quality and Quality team
· Programme Directors and academic teaching staff
· Students

· Academic Affairs, Student Life and Admissions teams
· External partners where appropriate



	Main responsibilities, duties and accountability of the role 


	1

	Programme & Academic Administration 
Provide administrative support to the Programme Administration team across designated programmes.
This includes:
· Maintain accurate student records across relevant systems, including enrolment, assessment, progression and attendance data.
· Support assessment processes, including mark collection, verification, data entry and preparation of documentation.
· Organise and support Assessment Boards, including preparation of papers, clerking meetings and recording agreed actions, ensuring academic regulations are applied consistently.
· Provide general administrative support to designated programmes e.g. assisting with scheduled activities, liaison with visiting lecturers and markers, assisting with course resources preparation etc
· Respond to routine queries from students and staff in line with College procedures.
· Prepare academic transcripts and maintain programme documentation.
· Support programme committees and annual monitoring activity under the guidance of the Academic Programme Operations Manager.
· In conjunction with course teams, Student Life etc monitor, record and report information on student attendance, academic progress and welfare issues, implementing associated processes
· Co-ordination and support with production of documentation in support of student field trips.
· Responsibility for ensuring course purchase orders and hourly paid lecturer requests are processed in a timely manner, recording and monitoring appropriate budget records.

	2

	Student Regulatory Processes
Provide administrative support for student lifecycle processes in accordance with college policies and regulatory requirements.
This includes:
· Support processes relating to mitigating circumstances, interruption of study, withdrawal and resits.
· Ensure accurate record‑keeping and timely communication of outcomes to students and relevant staff.
· Assist with the preparation of documentation for panels, assessment boards and committees as required
· Responsibility for maintaining student enrolment, key programme information and assessment processes on the College VLE. Provide guidance and support to students and academic staff regarding access to and use of the VLE.
· In conjunction with Course Teams, co-ordinate the assessment process, including provision of mark lists, and feedback sheets, scheduling assessments, verification and feedback deadlines, co-ordinating second marking and verification, and collating marks and feedback.

	3
	Academic Quality Support
Support the Quality team in the administration of academic quality assurance and enhancement processes.
This includes: 
· Assist with annual monitoring and enhancement activity, ensuring information is accurate, complete and submitted to agreed timescales.
· Support arrangements for programme validations, reviews and other quality‑related events, including preparation and collation of documentation (including collaborative provision).
· Assist in maintaining and publishing student‑facing quality information in a timely and accurate manner.
· Contribute to quality‑related projects and activities as required.
· Assist in maintaining the academic curriculum information within the student records system and SLC portal, ensuring data is accurate, up to date, and aligned with approved course structures and institutional requirements


	4

	Compliance, Collaboration & Service Delivery
Work collaboratively across Academic Affairs to deliver a professional, responsive administrative service.
The postholder will:
· Ensure all activities comply with College policies, academic regulations, data protection and confidentiality requirements
· Complete mandatory training as required
· Provide cover across the team during peak periods or staff absence
· Undertake other duties appropriate to the grade and nature of the role.

	Special requirements for this role:   
· The role requires accuracy, proactivity, attention to detail and discretion when handling student data and official records.
· The postholder will be expected to work flexibly during peak periods of the academic cycle (e.g., enrolment, validation events, and assessment boards).
· The postholder must work in line with all College policies and procedures.
· Requirement to complete annually all statutory training using the ON LINE training service.



PERSON SPECIFICATION FOR ROLE OF Programme & Quality Administrator 1.0 FTE
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 


	· Educated to GCSE level (or equivalent, including English and Maths
· A levels (or equivalent)
	X
X
	
	AF
AF

	Knowledge & Experience


	· Experience of working in an administrative role.
· Experience of working accurately with data and maintaining records
· Experience of working to established procedures and service standards.
· Experience in a higher education or educational setting.
· Experience of supporting assessment processes, academic quality activity or committee administration
	X
X
X

	X
X

	AF

AF/I

AF/I

AF/I
AF/I


	Communication & IT Skills

	· Clear written and verbal communication skills, with the ability to communicate professionally with students and staff.
· Competent IT skills, including use of standard office software and databases
· Ability to produce accurate routine reports and correspondence
· Experience of using student records systems, management information system (MIS) or a VLE
	X

X
X
X

	
	I

AF/AS
AF/AS
AF


	Teamwork, Planning & Service Delivery
	· Ability to work effectively as part of a team
· Good organisational skills and ability to manage competing priorities

· Commitment to delivering a high standard of customer service
· Ability to maintain accuracy and attention to detail
	X

X

X

X
	
	AF/I
AF/AS/I
AF/I
AF/I

	Problem solving 
	· Ability to identify issues or inconsistencies and take appropriate action.
· Ability to work proactively, progressing tasks independently and following up actions
· Ability to recognise when issues require escalation, referring more complex issues to senior colleagues appropriately
	X
X
X
	
	I
I
AF/I


	Compliance & Professional Standards

	· Understanding of confidentiality and data protection requirements 
· Commitment to working in line with College policies and procedures
	X
X
	
	I
AF/I

	Special requirements for this role:   
The role requires a high level of accuracy and attention to detail when working with student data and official records.
The role requires the ability to work closely with course teams and the academic quality function, providing reliable administrative support and responding flexibly to competing priorities. The postholder must be able to support both routine programme activity and quality assurance processes, ensuring accuracy, professionalism, and compliance at all times. Flexibility is required during peak periods of the academic cycle (e.g. enrolment, validation events and assessment boards)
The role is predominately office-based and involves regular use of display screen equipment and administrative systems.
The postholder will be expected to work in line with college policies and complete mandatory training as 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: 


