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JOB DESCRIPTION

Job Title: 	Head of Systems & Courses (June 2026)
School/Service: 	Academic Registry 
Grade: 		H			 
Campus: 		Docklands, Stratford, USS		
Responsible to:  	Assistant Academic Registrar (Systems, Courses & Student Records)
Responsible for whom: 	Systems and Courses Teams, Temporary Staff
Liaison with:      	Academic Registry Teams, Strategic Planning, Finance, IT Services, QAE, Marketing, Admissions, Collaborative Partners and APO.
	External Agencies such as HESA, SLC, Student Record Software Suppliers.

 
About Academic Registry
The Academic Registry undertakes a wide range of high-level administrative tasks in support of the student experience, from initial enrolment through to releasing results. Teams within Academic Registry comprise of Systems and Courses, Student Records, Registry School, Assessments, Timetabling, Postgraduate Research and Partnerships.

JOB PURPOSE:

The Head of Systems & Courses will work closely with the Assistant Academic Registrar to help embed robust, efficient, and effective courses and student records systems processes and procedures for UEL. Ensuring that UEL registered students receive a high-quality academic experience. You will have oversight of systems and courses administration processes at UEL and will take a leading role in reviewing, assessing, introducing, and implementing system and process changes, whilst building and maintaining a cycle of continuous improvement. You will work with Registry Leads and Teams to ensure processes are compliant, appropriate and continue to meet relevant requirements.


MAIN DUTIES AND RESPONSIBILITIES: 

Under the direction of the Assistant Academic Registrar and directing assigned Team leads:

Leadership and Decision Making

· To manage the effective development, integration, operation and enhancement of UEL’s student records systems.
· To take responsibility for the delivery of services encompassing the student record lifecycle journey, from registration through to assessment and on to awards.
· To support the Assistant Academic Registrar with analysis of new academic, administrative, and external policies to understand the impact on the student records system and what developments may be required.
· To carry out oversight of teams in the delivery of Academic Registry services, including maintenance and updating of UEL’s courses and student administration processes. 
· To proactively communicate system changes/upgrades/process improvement to all stakeholders across UEL, identifying training needs and providing the necessary support to remove any risk of failure.
· To lead on the building, embedding and maintenance of a continuous approach for all student records system processes, policies, and procedures within the remit of Academic Registry.


Planning and Organising

· To review and redesign as required, solutions, project and implementation planning for complex IT and business change projects with multiple demands and often competing timescales.
· To carry out day-to-day oversight of Systems and Courses administration workloads and priorities.
· To ensure that output of processes via UEL’s student-facing webpages (and other applicable media) are up-to-date and accurate.
· To support critical UEL processes or key initiatives across Academic Schools and Services, whilst delivering in-year core support and maintenance of the student records system.
· To work closely with IT Services to support the planning and management of the business implementation of new functionality from suppliers.
· To support the Strategic Planning team with the preparation of statutory returns student and courses data, like HESES/HESA. Through design and delivery of exception-checking reports and other data checks.
· To work closely with IT Services to increase the integration of the student records system with other systems, such as Finance, Timetabling and CRM. 


Service Delivery

· To effectively recruit and manage staff, implement effective professional training and staff development activities as appropriate, ensuring that UEL principles and procedures of staff employment are implemented within your team set-up.
· To effectively manage student records systems related projects and process improvements.
· To support the Senior Leadership Team in the development of student records lifecycle management processes, including course approval and set-up through to assessment and awards.
· To manage and deliver an institution-wide schedule of routine data integrity checks.
· To deliver workshops and training events related to student records systems.
· To ensure that any information and records processed on behalf of UEL are managed in compliance with applicable regulations and legislation, codes and policies, providing relevant advice, guidance and training for staff as required.
· To build good working relationships with internal and external stakeholders to support the maintenance and enhancement of UEL’s student records system.

Additionally, the post holder will be expected to support the wider activities of the Academic Registry and University, including:

General

· Membership of the Academic Registry Senior Managers Team, proactively participating in its meetings.
· Leading and/or representing Academic Registry on committees/panels/working groups as required.
· Participating in Assessment Boards, in role likes quality representative.
· Being actively engaged with sector groups and proactively proposing and implementing change within UEL, based on the best practice and external intelligence gained.
· Adopting and demonstrating behaviours aligned to UEL’s values.
· To work in accordance with UEL’s Equal Opportunity and Data Protection Policies.
· To deputise where appropriate (internally and externally) for the Assistant Academic Registrar and to undertake any other duties as may be reasonably required.





































PERSON SPECIFICATION 

Post: 			Head of Systems & Courses 
Service: 		Academic Registry
Grade: 		H
Location: 		Docklands, Stratford, USS

EDUCATION, QUALIFICATIONS AND ACHIEVEMENTS 

First Degree or equivalent (E/A/C) 

KNOWLEDGE AND EXPERIENCE 

Knowledge of UK Higher Education Academic Registry Practices and Services (E/A/I)
Proficient in the use of SITs and/or Dynamics (E/A/I)
Substantial experience of working with, developing, and implementing university student records systems (E/T/A/I) 
Experience of taking forward initiatives designed to improve the student records systems (E/A/I)
Experience of interrogating large data sets to widen understanding, monitor data quality and inform strategy for proposing change (E/T/A/I) 
Knowledge and experience of HESA, Student Loans Company and Tier 4 regulations (E/A/I) 
Awareness and understanding of data protection, freedom of Information and consumer rights legislation (E/A/I)

PLANNING AND ORGANISING 

Experience of planning, prioritising, and organising team tasks and staff to meet deadlines and service deliverables (E/A/I) 
Experience of budget management (D/A/I) 

TEAMWORK AND MOTIVATION 

Experience of leading a team with a flexible approach to delivering results. (E/A/I) 
Experience of engaging staff from other services to support service objectives (E/A/I) 
Actively contribute to building team morale. (E/A/I) 

COMMUNICATION 

Experience of influencing staff at all levels to apply policies and procedures or to comply with legislation (E/A/I)
Ability to receive, understand and convey complex information that needs careful explanation or interpretation e.g. procedures or regulations (E/T/A/I) 
Experience of designing and implementing policy (E/A/I) 
Ability to engage a wide range of staff through training and working groups (E/A/I) 
Proactively working with others to achieve institution objectives (E/A/I) 

LIAISON AND NETWORKING 

Experience of working across team boundaries to build and strengthen working relationships 
and systems. (E/A/I) 
Engagement in external networks to enhance internal practices (E/A/I) 


SERVICE DELIVERY 

Experience of monitoring service delivery and quality (E/A/I) 
Experience of exploring and seeking ways to improve and adjust levels and quality of service 
(EA/I) 

OTHER ESSENTIAL CRITERIA 

Excellent attention to detail (E/T) 
Commitment to provide equal opportunity in a diverse and multicultural environment
(E/A/I)
Commitment to UEL’s vision and values (E/A/I) 
Willingness to work flexible hours at peak periods as necessary to get the job done (E/A) 
A willingness to accept travel between university sites and occasional travel off-site (E/A) 

Criteria tested by Key: 
A = Application form 
C = Certification 
D = Desirable
E = Essential
I = Interview 
T = Test/Presentation
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