[bookmark: _Hlk181887326]Job Description: Student Success Officer
Job Title: Student Success Officer
Reporting Line: Registry Manager
Department: Registry


Role Overview:
The Student Success Officer will play a vital role in supporting the smooth operation of the Registry Department. The role offers an opportunity to develop expertise in university administration, compliance, and student engagement while contributing to the effective management of academic processes.

Key Responsibilities:
1. Academic Program Administration:
· Oversee daily operations related to student registration, course amendments, and maintenance of accurate student records in the university’s database.
· Facilitate the organisation of academic schedules, assessment periods, and deadlines, ensuring timely communication to staff and students.
· Collaborate with the Director of Studies to manage key academic documentation such as timetables, progress reports, and official communications.
2. Student Support Services:
· Act as the first point of contact for student academic inquiries, offering guidance on university regulations, course requirements, and available student services.
· Address and resolve student concerns related to enrolment, exams, progression, and appeals in a professional and timely manner.
· Support students through processes like program changes, extensions, and leaves of absence, ensuring compliance with university policies.
3. Compliance and Data Management:
· Ensure compliance with university policies, UK higher education regulations, and internal quality standards in all academic processes.
· Oversee the accuracy and confidentiality of student data, ensuring adherence to data protection laws.
· Prepare documentation for internal and external audits, quality assurance processes, and regulatory compliance reviews.
4. Communication and Liaison:
· Serve as a liaison between students, academic staff, and other university departments, ensuring effective communication of academic schedules, updates, and regulations.
· Coordinate communications related to academic program changes and key updates to ensure all stakeholders are informed.
· Organise and oversee the planning of academic events such as student inductions, graduation ceremonies, and assessment boards.
5. Reporting and Analysis:
· Prepare reports on student enrolment, retention, progression, and graduation, providing data-driven insights for decision-making within the department.
· Maintain detailed records of student assessments and outcomes, generating reports for senior management and the Registry Department.
6. Event Support and Coordination:
· Plan and execute university events such as student inductions, graduation ceremonies, and departmental meetings, ensuring all logistics are handled efficiently.
· Coordinate event schedules, prepare necessary documentation, and ensure the seamless execution of events.
7. Continuous Improvement and Development:
· Identify opportunities to improve administrative processes, enhancing efficiency and service quality within the Registry Department.
· Engage in professional development to stay current with changes in academic administration, higher education regulations, and student support practices.

KPIs
· Improved Continuation
· Improved Student Experience
__________________________________________________________________________________

Key Skills and Competencies:
· Communication Skills: Strong verbal and written communication to liaise effectively with     students, staff, and external partners.
· [bookmark: _GoBack]Organisational Skills: Excellent ability to manage multiple tasks, prioritize workload, and meet deadlines.
· Attention to Detail: Meticulous in handling records and managing course materials while ensuring compliance with policies.
· Problem-Solving Skills: Ability to address academic and administrative issues and provide solutions.
· IT Proficiency: Competence in Microsoft Office Suite (Word, Excel, PowerPoint), student management systems, and virtual learning environments (VLE).
· Teamwork: Capable of working effectively with academic staff, administrators, and students to ensure smooth departmental operations.

Educational Requirements
Essential:
· Undergraduate Degree
Desirable 
· Interest in higher education administration, academic support, or student services.
· Familiarity with university policies and student engagement practices is advantageous.

Desirable Experience
Customer Service Experience: Previous experience in customer service across any sector is highly valued. This includes roles involving coursework, group projects, or case studies, as well as internships, part-time positions, or voluntary work. Such experience highlights strong interpersonal skills, the ability to effectively manage inquiries, and a commitment to providing excellent support to students and staff.

Personal Attributes:
· A proactive, student-centred approach with a commitment to student success.
· Ability to work independently and as part of a team in a fast-paced academic environment.
· Professionalism and discretion in handling sensitive information.

Benefits:
· Opportunities for professional development and training in higher education administration.

