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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 

	

	Criteria
	Essential
	Desirable

	Qualifications
	Educated to degree level or equivalent relevant professional experience in further/higher education administration, data management or a related field.
	Professional qualification or formal training in higher education administration, data governance, information management or project management.
Evidence of continuing professional development relevant to student records, data or regulatory compliance.

	Experience
	Significant experience working within student records, registry or academic administration function.
Strong leadership and people management skills, with the ability to motivate, support and develop staff.
Experience of developing, implementing or maintaining robust administrative or data-related business processes.
Experience of working to strict external deadlines and managing competing priorities.
	Experience of managing change in response to regulatory or system developments.

Experience of statutory and regulatory student data returns (e.g. HESA or equivalent).
Experience of representing an organisation at external forums, user groups or sector events.


	Knowledge & Skills
	Strong understanding of student records management or data governance.
Excellent written and verbal communication skills, with the ability to explain complex information clearly to a range of audiences.
Understanding of the importance of data quality, integrity and auditability for reporting, planning and quality assurance.
	Understanding of statutory agency requirements and their interaction with student records.

Knowledge of statutory, regulatory and compliance requirements affecting student data.


	Personal Qualities
	Excellent organisational and workload planning skills, with the ability to prioritise effectively under pressure.
Strong analytical and problem-solving skills, with the ability to identify risks, resolve issues and drive improvement.
Proactive and solutions-focused, with a commitment to continuous improvement.
Professional and collaborative approach, with the ability to work effectively across academic and professional services teams.
High level of integrity and discretion when handling sensitive information.
	Experience of process improvement or service redesign.

Confidence in presenting information or representing the institution externally.

Adaptable and comfortable working in a changing regulatory or organisational environment.

Interest in sector best practice and emerging developments in student data and records management.



	Other Circumstances
	Interest in supporting the university’s values and culture
	Knowledge of, or interest in, Gaelic language and culture
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