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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

	
	

	Criteria
	Essential
	Desirable

	Qualifications
	Education to Advanced Higher or ‘A’ Level standard, or equivalent.

GCSE (or equivalent) passes in Maths and English.


	Degree‑level qualification or equivalent professional experience.




	Experience
	Substantial experience working in higher or further education administration.

Experience of administering admissions or student lifecycle processes within an education context.

Experience of committee servicing, including preparation of papers, minute taking and action tracking.

Experience of independently managing a defined area of work and prioritising competing deadlines.

	Experience of supporting postgraduate research students and academic staff.

Familiarity with quality assurance processes within higher education.

Experience of working in a regulatory or audit‑based environment.

Experience of supervising or providing day‑to‑day guidance to administrative staff.




	Knowledge and skills
	Sound working knowledge of admissions and student administration processes.

Good understanding of the importance of regulatory compliance and data accuracy.

High level of IT literacy, including experience of databases and digital systems.

Well‑developed organisational, analytical and communication skills.

	Experience of using SITS, PGR Manager or similar student records systems.

Knowledge of research degree regulations and codes of practice.



	Personal qualities
	Confident and reliable when exercising judgement within defined procedures.

Professional, clear and effective communicator.
Methodical, accurate and detail‑focused.

Proactive and adaptable, with a commitment to continuous improvement.

Able to work independently and collaboratively as part of a team.

	

	Other circumstances
	
	Willingness and ability to travel occasionally.

Knowledge of, or interest in, Gaelic language and culture.

Commitment to UHI sustainability objectives.
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