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	Job Title
	Graduate School Admissions and Quality Lead

	Department
	Graduate School Office

	Responsible To
	Graduate School Manager

	Responsible For
	None. However, scope to line manage / supervise Administrator as appropriate.

	Grade
	5

	Location
	By agreement

	Job Objective

	Working under the direction of the Graduate School Manager, the post holder will provide specialist operational leadership for postgraduate research (PGR) admissions and quality assurance activity across the UHI partnership. The role has lead responsibility for the effective administration, consistency and continuous improvement of PGR admissions and associated quality processes, ensuring compliance with approved regulations and supporting high‑quality decision‑making.

The post holder will exercise independent judgement within established frameworks, coordinate complex processes, and provide authoritative operational advice on admissions and quality matters, escalating issues with policy or institutional risk implications as appropriate. Role includes responsibility for the coordination of postgraduate research admissions for international applicants, working closely with central Admissions colleagues to ensure processes align with UKVI requirements.
[bookmark: _Hlk86321040]
The duties and responsibilities outlined below may not be exhaustive and the balance between the elements in the role may change or vary over time, depending on specific needs or due to changing needs in the team. Working flexibly as part of a team, the post holder will be expected to undertake such tasks and responsibilities as may reasonably be expected within the scope and grading of the post, in order to support other team members in times of high-volume activity, providing cover and supporting the training and development of new staff members. 


	Key Duties & Responsibilities

	PGR Admissions
· Lead the operational administration of postgraduate research admissions, including application administration, studentship recruitment activity, and issuing of offers.
· Apply approved entry requirements and procedures, ensuring consistent interpretation and implementation across Academic Partners.
· Lead the operational implementation of reforms to PGR admissions processes, including transition to paperless and system‑enabled workflows.
· Act as a point of contact for complex admissions queries, resolving issues within remit and escalating as required.

International PGR Admissions (including Student Route Visa applicants)

· Coordinate and administer applications from international postgraduate research applicants, including those requiring Student Route Visa sponsorship, in accordance with approved procedures.
· Liaise closely with central Admissions colleagues trained in UKVI compliance to support the assessment of applications and the preparation of accurate applicant records required for CAS issuance.
· Ensure that admissions decisions, conditions and deadlines for international applicants are processed accurately and communicated clearly, escalating UKVI‑related queries or concerns as appropriate.
· Maintain accurate and timely admissions data to support compliance, monitoring and reporting requirements.
Quality Assurance and Governance
· Act as Officer to the Research Degrees Committee, including preparation of agendas and papers, minute taking, action tracking and follow‑up.
· Provide operational support for PGR quality assurance activity, including re‑approval and validation events for research areas and MRes programmes, and studentship selection panels.
· Ensure accurate and timely provision of data, reports and documentation to support assurance processes and decision‑making.
Liaison, Advice and Communication
· Liaise with academic staff, Registry colleagues and professional services teams to ensure shared understanding of admissions and quality processes.
· Provide guidance to colleagues on procedures and requirements within established frameworks.
· Represent the Graduate School on relevant internal groups, as agreed with the the Graduate School Manager.
People and Team Contribution
· Provide first‑line supervision or line management of an administrative post, where required, including work allocation, induction and day‑to‑day support.
· Work collaboratively within the Graduate School team, providing cover and contributing to resilience during peak periods.
Continuous Improvement and General Duties
· Contribute to service improvement initiatives relating to admissions and quality, providing operational insight and evidence.
· Maintain up‑to‑date knowledge of relevant regulations, codes of practice and procedures.
· Participate in performance and development review processes and relevant training.
· Undertake other duties commensurate with the grade, as required.
· Occasional travel and overnight stays may be required.


	This is a description of the job as it is presently constituted. It is normal practice to periodically review job descriptions to ensure that they are relevant to the job currently being performed, and to incorporate any changes which have occurred or are being proposed. The review process is carried out jointly by the line manager and employee and you are therefore expected to participate fully in such discussions. In all cases, it is the university’s aim to reach agreement to reasonable changes, but where it is not possible to reach agreement, the university reserves the right to make reasonable changes to your job description which are commensurate with your grade after consultation with you.
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