
	
JOB DESCRIPTION 


	JOB TITLE
	Quality Officer

	REPORTING LINE
	Academic Director Student Success, Continuation and Quality

	KEY INTERNAL CONTACTS
	· Deputy Academic Director
· Faculty Office
· Heads of Department
· All Academic and Registry Staff

	KEY EXTERNAL CONTACTS
	· External Examiners
· ARU Registry


	OVERALL JOB PURPOSE
	· To assist the Academic Director in ensuring the academic quality of the education provided.
· To organise and liaise with External Examiners to ensure assessments are appropriately approved.
· To manage and service the Faculty Education Committee, Module Approval Panels, and Post-Awards Boards, and SSLC’s.
· To assist the AD in acting as the guardian of the curriculum through management of Course Specification Forms (CSFs) and Module Definition Forms (MDFs).
· To prepare and own the Academic Calendar
· To analyse quality data, providing regular and accurate management information


	KEY RESPONSIBILITIES
	· [bookmark: _GoBack]Assist in the co-ordination and communication of validation and course approval events
· Assist in the co-ordination of amendments to the curriculum
· Assist in maintaining core course documentation
· Arranging meetings and taking minutes in relevant committees, panels and boards.
· Prepare and communicate the academic calendar at least eighteen months in advance; reconciled to the ARU calendar.
· Data collection and analysis via spreadsheets
· To provide general support to the office in regards to quality matters. 

GENERAL
· Filing documents. 
· Such other duties temporarily or on a continuing basis, as may reasonably be required.


	KPIs
	
· Quality maintained 
· Deadlines met

	EXPERIENCE REQUIREMENTS
	ESSENTIAL

· A strong undergraduate degree 
· Previous experience in administration in higher education, with a knowledge of quality processes and procedures.

DESIRABLE
· Experience of working with SIMS, e-vision or similar student records system
· Experience of formal committee servicing, including the preparation of agendas, papers, and minutes, and managing follow-up actions
· Evidence of working under pressure in a customer focused environment, and a strong understanding of how to offer sustained high levels of service to a diverse range of customers


	KNOWLEDGE/SKILLS
	· A demonstrably high level of personal discretion and judgement especially when dealing with sensitive or confidential information
· Excellent numerical and analytical skills and the ability to understand and present complex quantitative and qualitative data in a variety of formats
· Very strong organisational skills with the ability to work proactively to identify and resolve problems
· Excellent communication skills.
· Ability to manage own time on multiple projects. 
· Ability to work within professional boundaries.
· Excellent organisation skills and ability to prioritise own workload.
· Consistent attention to detail.
· Good oral communication skills.
· IT literate with a sound knowledge of Microsoft Office, especially Excel spreadsheets
· Ability to meet deadlines and react positively to pressure. 


	PERSONAL CHARACTERISTICS
	· Tenacity to ensure that all processes are followed through to completion.
· Excellent interpersonal skills.
· A pro-active and positive approach
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