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JOB DESCRIPTION

	Job Title
	Quality Assurance and Enhancement Officer

	School / Service
	Quality Assurance and Enhancement

	Grade 
	E 

	Location and Hybrid working status
	Dockland Campus with occasional work at Stratford Campuses/Hybrid

	Reporting to
	Quality Manager

	Responsible for
	N/A

	Liaison with
	Senior managers, academic and professional services staff, internal and external contacts, students

	Contract type
	Permanent



Build your career, follow your passion, be inspired by our environment of success.

THE UNIVERSITY OF EAST LONDON

If you are seeking a career that combines innovative education with a passion for crafting positive change, look no further than the University of East London. Founded in 1898 to meet the skills needs of the 2nd industrial revolution, we’re now in Year 7 of our ground-breaking 10-year Vision 2028 strategic plan, orchestrated by our Vice-Chancellor and President, Professor Amanda Broderick.

Our goal is to advance industry 5.0 careers-first education and provide a clear path to the jobs and opportunities of the future. We are committed to driving diversity in the 5.0 talent pipeline, working in partnership to promote talent wherever it is found and creating a sustainable, inclusive, and green future.

But we can't achieve this goal alone. We need forward-thinking, innovative, and curious individuals like you to join our community and help us shape the future. As part of our team, you'll have the opportunity to work with a diverse range of people who share your passion for generating positive change. We’re an inclusive and welcoming community that is constantly moving forward, never satisfied with the status quo.

If you're ready to join a team that values your outstanding skills and perspectives and is dedicated to making a difference, we invite you to explore a career with us. We are excited to welcome versatile individuals who are committed to advancing their careers while making a positive impact on the world.

THE DEPARTMENT: QUALITY ASSURANCE AND ENHANCEMENT

UEL’s Quality Assurance and Enhancement (QAE) department is responsible for the development and implementation of the University’s quality assurance processes and procedures.  We facilitate delivery of UEL’s Vision 2028 and provide support to our academic and professional services staff, our student body, and staff and students at our academic partners in the UK and internationally.

Our professional expertise contributes to the successful development, validation, review and enhancement of UEL courses including apprenticeship and academic partner provision, and we focus on continually improving our student experience as well as supporting the University to meet the requirements of external regulation.  Our work includes ongoing quality and enhancement activities such as: 

· course approval and modification
· annual monitoring and periodic review
· the external examiner system
· student voice feedback mechanisms, such as module evaluation and external surveys
· working with our Students’ Union to train student representatives
· training and development for staff and academic partners on UEL’s quality frameworks and processes and regulatory compliance
· actively collaborating with University stakeholders on continual development and enhancement activities
· policy development
· committee servicing and support

JOB PURPOSE

Working effectively as part of the QAE team, you will be responsible for coordinating and delivering on a range of quality assurance and enhancement processes.  

In this role, you will provide accurate and timely professional advice and guidance to University staff and external stakeholders on UEL’s quality assurance systems and their implementation.  You will also support the development and implementation of enhancements to our quality assurance practices. This includes acting as a quality representative supporting our academic Schools and the wider University, both internally and externally.

KEY DUTIES AND RESPONSIBILITIES
 
You will be expected to form strong working relationships with key stakeholders across the University to ensure processes, systems and policies are continuously aligned with the University’s business requirements, and are completed in a timely manner, meeting all internal and external expectations. 

Each Quality Assurance and Enhancement Officer is allocated a portfolio of responsibilities focussing on key areas of work designed to deliver the departmental and University objectives for QAE and enable Officers to develop specialisms in a range of areas. Each Officer has an assigned line manager but will also work with other Quality Managers and Leads on specific activities.

The exact portfolio of responsibilities of each Quality Assurance and Enhancement Officer is likely to change over a period of time. The following list of responsibilities represents a range of main activities undertaken across the team from which responsibilities are allocated between Officers:

Institutional Responsibilities
· Service an institutional level committee (such as Academic Board, the Education and Experience Committee or other institutional committee), sub-committee, working groups and panels, producing high quality minutes and reports and monitoring follow up activity.
· Provide expert advice on UEL’s quality assurance, regulations and guidance to staff at the University and our academic partners to support consistency of practice and academic standards.
· Support activities related to the institution’s preparations for the Teaching Excellence Framework (TEF).
· Support institutional preparations for external reviews and audits by regulatory bodies such as the Office for Students (OfS) and Ofsted, including servicing internal working groups, staff briefings, and logistical arrangements in preparation for the visit.

Course Validation and Review
· Act as the designated quality representative for an academic School as the primary contact for QAE related advice and guidance, and act as servicing officer to the School Quality Committee of that School. Activities include co-ordinating functions such as School-based course validation and modification activities; supporting with professional body accreditations; and overseeing the external examiner system.
· Coordinate the Continuous Monitoring Process for courses, leading on the development and implementation of the process, providing training and acting as a point of contact for queries.
· Act as servicing officer to formal School and Department Continual Monitoring meetings.
· Co-project manage and service Periodic Academic Reviews, providing advice and guidance to academic staff in preparing for the event, coordinating logistical arrangements, writing a report following the event and monitoring the response to conditions.
· Coordinate and monitor the Initial Approval Process for new courses, ensuring that proper consultation and permissions are obtained, and full information is provided promptly and accurately to key stakeholders.
· Coordinate the peer review process for the validation of new courses, ensuring that the Course Register and institutional repository for module and course specifications is maintained and up to date, and communicating changes to key stakeholders.
· Maintain the institutional records regarding Professional Statutory and Regulatory Body (PSRB) accreditations.
· Support the development and implementation of the annual audit methodology and/or priority audit activity identified by University Executive Board or the Head of Quality Assurance and Enhancement, coordinating with stakeholders and auditors to build an evidence base, and supporting the audit panel to formalise and implement recommendations.

Apprenticeships
· Support with the coordination of apprenticeship quality related activities (including Internal Quality Assurance (IQA)) to ensure compliance with and readiness for audit/inspection/monitoring checks from Ofsted, DfE, Skills England, Office for Students and other professional, statutory or regulatory bodies. 
· Provide guidance on apprenticeship quality and compliance for all relevant stakeholders and support with training as required.

Student Engagement
· Coordinate the development and implementation of internal student voice mechanisms, including course committees, the student representation system and module evaluation surveys, in liaison with relevant stakeholders, and providing information via regular reports to University committees and groups.
· Act as servicing officer to formal course committee meetings.
· Support the development and implementation of the University’s external student feedback surveys, such as National Student Survey (NSS), Postgraduate Taught Experience Survey (PTES) and Postgraduate Research Experience Survey (PRES) 
· Support in the analysis of feedback received from students to identify themes for enhancements and coordinate responses from stakeholders in relation to the feedback. 

Collaborations with the University’s Academic Partner Organisations
· Project manage and service validation and review events for the University’s collaborative academic partners, liaising with internal and external stakeholders to provide advice and guidance and manage logistical arrangements in advance of the event.  This includes writing a report following the event ensuring that conditions are appropriately addressed prior to commencement of course deliver.
· Support training activities related to the University’s collaborative provision, including link tutor training, inducting new partners to the University’s quality assurance systems, and supporting the training of Chairs and panel members for validation and review events.
· Maintain accurate records of the institution’s collaborative provision, including the Collaborative Database and repositories.
· Service meetings, forums and committees related to the operation of the University’s collaborative provision. 
· Coordinate the Collaborative Annual Monitoring (CAM) process for academic partnership courses, acting as the main point of contact for queries relating to the process. This includes delivering training for the CAM process, collating completed reports and managing the CAM audit process.
· Coordinate the approval and monitoring processes for Articulation and Progression Agreements, maintaining the Articulation and Progression Agreement Registers and a central repository of agreements.
· Lead on the development of processes for the validation of short courses, including servicing the panels and maintaining records regarding the institution’s short courses.

Other Quality Assurance and Enhancement Activities
· Support enhancement, project and process improvement activities, including information gathering and analysis, writing reports and participating in working groups.
· Contribute to annual updates of UEL’s Quality Manual, Handbooks and related policies, procedures and guidance.
· Undertake continuous professional development to keep up to date with sector requirements, good practice and as required for this role 
· Contribute to the development and implementation of guidance and staff development activities to be delivered by QAE on aspects of quality management 

The duties and responsibilities outlined above provide a general overview of the range of tasks that a Head of Insight at the University of East London may be required to perform. Please note that this job description is not exhaustive, and additional tasks aligned with the role's grade may be assigned as needed. 

The job description may also be updated to reflect changes in circumstances, and employees will be consulted if any amendments are required.

All employees must adhere to all UEL policies and regulations, demonstrating a commitment to equal opportunities within a diverse and multicultural environment. Employees are also expected to actively contribute to building and maintaining a positive reputation for UEL in all their professional activities.



PERSON SPECIFICATION

The University's Core Values are Passion, Inclusion, Courage, and they are at the root of everything we do and everyone in our community is expected to demonstrate them. 


The table below outlines the essential and desirable criteria required to perform the role effectively. Candidates will be shortlisted based on how closely they meet these criteria.


KNOWLEDGE, SKILLS, AND EXPERIENCE

Essential
Experience of:
· administration in education or a related field, or in a large organisation 
· servicing committees
· quality assurance systems and procedures, preferably in higher education or other relevant organisation
· giving customers a high quality and positive service by responding to and dealing with enquiries, providing accurate and up-to-date advice and guidance and identifying and proposing solutions to new issues
· planning, prioritising and organising your own work or resources, managing multiple deadlines and working autonomously with minimum supervision
· establishing productive working relationships with a wide range of stakeholders, including external contacts, and of working as part of a team
· using data, metrics and other information in support of defined tasks 
· High level written skills, obtained through report writing and/or servicing panels or committees and the ability to receive, understand and convey information in a clear and accurate manner adjusting the content of information to suit the needs of different audiences 
· Excellent oral communication skills, with the ability to explain processes and policies to a range of audiences
· Excellent attention to detail and the ability to maintain work of high quality
· Analytical skills and a systematic solutions-oriented approach to work 


EDUCATION, QUALIFICATIONS AND ACHIEVEMENTS
· An Undergraduate degree or equivalent qualifications or work experience 

OTHER
Essential
· Commitment to working collaboratively with a range of stakeholders
· Commitment to the UEL and QAE values
· Commitment to avoiding annual leave at critically busy periods of the year where this would impact on the Team’s abilities to deliver key activities 

Desirable
· Willingness to work beyond office hours on occasions when required
· Willingness to travel to partner organisations both within the UK and internationally on occasion 

Further Information: 

UEL is an inclusive equal opportunities employer and are proud of our Equality, Diversity and Inclusivity achievements. We expect all employees of UEL to accept our EDI policy and will not tolerate discrimination in any form. As an employee of UEL, we expect you to follow all relevant Health & Safety policies. 

We're a disability confident employer and value all applications. Please let us know if you require any reasonable accommodations throughout the recruitment process.
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