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	Job title
	Student Records Manager

	Department
	Student Registry and Information Systems

	Responsible to
	Head of Student Registry and Information Systems

	Responsible for
	Student Information Specialist, Registry Officers x 5

	Grade
	UHI Grade 7

	Location
	UHI House, Inverness 



	Job objective

	To lead and manage the Student Records Office and associated Higher Education administration functions, ensuring the effective management, integrity and governance of student records, data and processes across the student lifecycle, from enrolment to graduation.

The post holder is responsible for ensuring that student and curriculum data complies with statutory and regulatory requirements, maintaining accurate and reliable records to support internal and external reporting, and leading the efficient delivery of high-volume undergraduate and postgraduate student records services.

	Key duties and responsibilities

	Leadership and Management
· Lead and manage the Student Records Office, providing operational leadership, resource planning and service oversight to ensure delivery against internal and external deadlines. 
· Coordinate and prioritise team workloads in response to university, funding body and regulatory requirements. 
· Identify opportunities to improve systems, processes and service delivery to enhance efficiency, compliance and the student experience. 
Student Records and Data Governance
· Ensure all Higher Education student and curriculum data is maintained accurately, consistently and in compliance with university regulations, statutory requirements and relevant sector codes of practice. 
· Manage the creation, maintenance and integrity of student records, enrolment data, programme structures and associated curriculum information. 
· Oversee routine data validation, reconciliation and integrity checking processes, ensuring discrepancies are investigated and resolved promptly. 
· Oversee the administration of awards, progression outcomes, transcripts and certification processes, ensuring accuracy and compliance with institutional regulations. 
· Ensure appropriate data governance, confidentiality and records management practices are maintained in accordance with GDPR and institutional policies. 
Reporting, Quality Assurance and Regulatory Compliance
· Ensure compliance with external regulatory and funding body requirements relating to student records, enrolment status, attendance confirmation and fee reporting. 
· Provide managerial oversight of SAAS and Student Loans Company (SLC) administration processes, including associated student funding and tuition fee activities, ensuring compliance with funding body and institutional requirements.
· Monitor changes within the external regulatory environment and implement revised requirements within student records and curricular data processes. 
· Support institutional reporting, statutory and regulatory returns through effective data management and validation processes. 
· Implement and maintain efficient business processes supporting governance and academic administration activities, including assessment boards, progression boards and award processes. 
Advice, Representation and Documentation
· Provide specialist advice and guidance to academic and professional services staff on student records, enrolment, funding administration and registry processes. 
· Represent the University at relevant external forums, user groups and sector events relating to student records, funding and data management (e.g. SROC, SFC, SAAS and SLC). 
· Develop, maintain and review guidance documents, operational procedures and process documentation to ensure consistent and compliant practice. 
General
· Participate fully in performance and development review processes and contribute actively to knowledge sharing and service enhancement activities across the Registry team. 
· Undertake such other duties as may reasonably be required, commensurate with the role and grade.

	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.

Date: June 2026



image1.jpg




