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	Job Description 


	JOB TITLE
	Deputy Head of Education

	REPORTING LINE
	· Dean
· Head of Education

	KEY INTERNAL CONTACTS
	· Dean
· Academic Registrar
· Head of Education

· Director of Studies
· Assistant Director of Studies
· Head of Quality
· Education Operations Officer
· Module Leaders

· Lecturers

· Student Success Team

· Employability Team/Academic Lead for Employability

· Learning Resources Centre

	KEY EXTERNAL CONTACTS
	· UGM Partnership Team​


	OVERALL JOB PURPOSE
	· Assisting in the oversight of the effective delivery of learning, teaching and assessment at UGM Manchester
· Assist in the assurance of academic quality and standards at UGM Manchester
· Monitor and advise on effective student support at UGM Manchester
· Oversee maintenance of programme and module documentation

· Line Management of Academic Staff

· Training and Development of Academic Staff


	KEY RESPONSIBILITIES
	· To ensure programme guides are updated regularly
· To ensure module guides are updated regularly
· To ensure assessment maps remain coherent

· To mentor Programme Leaders, Module Leaders, and Lecturers

· To assist in the organisation and delivery of Welcome Week

· To assist in the oversight of daily delivery of education operations

· To assist in reviewing module and programme performance

· To ensure module reports are produced

· To conduct teaching observations

· To conduct Academic Performance Reviews
· To assist with resourcing academic staff

· To deputise for the Head of Education as and when required

· Supervise non-standard provision
· Any other reasonable tasks that may be required in order to ensure the effective delivery of education

	KPIs
	· Effective module and programme delivery
· Effective assessment

· High-quality learning resources for modules

· Effective delivery of daily education operations
· Effective delivery of Welcome Week

· Effective maintenance of all reports and returns related to education operations

	EXPERIENCE REQUIREMENTS
	· Academic leadership

· Significant experience of working in a highly regulated environment and familiarity with compliance regimes

· Significant experience of effectively managing quality assurance processes in higher education, or a similar environment

· Excellent communication skills, including the ability to write concisely, accurately and with purpose

· Proven analytical and problem-solving skills; including the ability to research, evaluate and present complex management data

· Proven ability to work effectively with key stakeholders, including senior managers, academic staff, professional staff and students

	KNOWLEDGE/SKILLS
	· Exceptional attention to detail and a desire to ensure that all records are accurate.

· Excellent organisational skills.

· Strong computer literacy.
· Ability to be responsive to the time pressures at key points within the academic year.
· Excellent written and verbal communication skills.
· Knowledge of university regulations

· Detaild awareness of the contemporary Higher Education environment

· Conflict resolution skills


	PERSONAL BEHAVIOURS
	· Ethical and inclusive leadership behaviours
· An ability to think clearly and act calmly in a high-tempo, complex environment

· An ability to manage uncertainty effectively

· An ability to build positive and co-operative relationships with internal and external stakeholders
· Tenacity to ensure that issues are dealt with through to conclusion.

· Understanding the importance of confidentiality
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