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Vision, Mission and Values 
Vision 

Our vision is: 
 

To offer students from all backgrounds the opportunity to define and pursue success through 
education. 

Mission 

Our mission is to: 
 

Grow a diverse and dynamic academic community that values curiosity, creativity and critical thinking. 
 

Nurture a culture that rewards kindness, excellence and accountability to each other, our communities 
and the world.  

 
Inspire and support our students and staff to achieve their full potential and make valuable 

contributions to society. 

Values 

Our values are: 
 

Be inclusive 
Welcome difference as a source of strength and enrichment. 

 
Be curious 

Ask questions.  Be open to new ideas. Yearn to learn. 
 

Show courage 
Challenge yourself.  Dare to think differently.  Stand up for what’s right. 

 
Make things happen 

Take ownership.  Act responsibly.  Get things done. 
 

Don’t be mean 
Talk straight.  Don’t play games.  Treat people well. 
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About the Post 
We are a higher education provider, regulated by the Office for Students, and we deliver undergraduate 
degrees in accounting, business and law.  We currently have c. 70 members of staff and 1,000 students, 
with plans to progressively increase student numbers to c. 2,000.   
 
We pride ourselves on providing disadvantaged and underrepresented students with access to a 
transformative higher education experience.  We recruit students that have the potential, attitude and 
aspiration to succeed.  This is key to us fulfilling our broader vision of offering students from all 
backgrounds the opportunity to define and pursue success through education.   
 
Under the supervision of the Senior Academic Administration Executive, the Academic Administration 
Executive will be responsible for academic administration of the courses allocated to them. 
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Job Description 
Job Title:                          Academic Administration Executive 
 
Salary: Grade 1: £21,000 to £31,500 
 
Hours of Work:    37.5 hours per week 
 

Monday to Friday 08.00 to 18.00  
[Non-contractual flexible working scheme applies] 

 
Working from home: This postholder is required to work on-site each 

working day 
 
 However, occasional working from home may be 

permitted at the line manager’s discretion provided it 
does not exceed one working day in any week; this is 
subject to the postholder completing a satisfactory risk 
assessment of their home workstation and working 
environment 

 
Holidays (Paid): 25 days (some of which to be taken during 

Christmas/New Year shut down), plus public holidays  
 
Pension: Contributory pension scheme 
 

Full details are available from the Finance Department 
 
Main purpose of the role:  Under the supervision of the Senior Academic 

Administration Executive, the Academic 
Administration Executive will be responsible for 
academic administration. 

 
Reporting to:                 Senior Academic Administration Executive 
 
Location:                 305 Great Portland Street, London, W1W 5DD 

Main Tasks 

The main tasks of the job are: 
 

• Ensure all tasks are undertaken within the spirit of the Institute’s vision, mission and 
values. 

• Promote, apply, and ensure compliance with the Equality Act 2010 and the Institute’s 
Equality, Diversity and Inclusion Policy, and make a full and positive contribution to 
the implementation, evolution and enhancement of the Institute’s Inclusive Learning 
Environment. 

• Deliver a high-quality and effective service for all students throughout the student 
lifecycle from the point of, and including, enrolment. 

• Undertake academic administration tasks, ensuring compliance with all internal and 
external regulations, policies and procedures, including those that relate to claims 
for extension, mitigating circumstances, academic misconduct and assessment 
appeals. 

• Ensure that Student Forms are easily accessible to all students and that they are 
reviewed/amended when there are changes to any relevant regulations, policies and 
procedures. 
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• Ensure the timely and accurate updating of information within internal and external 
databases for each stage of the student lifecycle (for example (and where 
applicable): Oracle Student Record Management System; Hobsons Radius 
Customer Relationship Management System). 

• Create modules and courses for students within the Student Record Management 
System. 

• Ensure improvements in data quality throughout the student life cycle from the point 
of, and including, enrolment, and comply with any requirements issued by the Data 
Analyst with regards to student data that must be collected for submission to HESA 
and other external stakeholders. 

• Provide students with first-line advice and guidance on academic administration, 
and facilitate their understanding of internal and external regulations, policies and 
procedures. 

• Respond to all Student Self-service Portal (SSP) queries within one working day (a 
holding response can be provided for complex queries) and undertake regular audits 
to measure response times. 

• Process students’ selection of optional modules for the subsequent academic year. 

• Ensure provision of Birkbeck Library cards for students who apply through the SSP.  

• Ensure a seamless and accessible enrolment and re-enrolment process through the 
SSP. 

• Provide data after the end of each semester for completion of Module Monitoring 
Reports (MMRs). 

• Provide data at the mid-year stage of delivery for completion of Annual Course 
Evaluation Reports (ACERs). 

• Provide data at the end of each academic year for completion of Annual Monitoring 
and Evaluation Reports (AMERs) with the support of the Data Analyst. 

• Provide advice, guidance, assistance and training to staff with regard to internal and 
external regulations, policies and procedures which relate to academic 
administration. 

• If required by the Academic Registrar, assume the role of Champion for the Registry 
for the implementation of any new software solutions, including but not limited to 
SharePoint and Microsoft Teams, and ensure that all staff within the Registry are 
trained in the use of any new software solutions and use such software solutions 
effectively and competently. 

• Deliver a high-quality service for all students and staff. 

• Work collaboratively with all members of staff. 

• Attend Staff Meetings, Staff Development sessions and all other meetings at which 
attendance is required. 

• Ensure all communications with students and colleagues are in line with the 
Institute’s Tone of Voice Guidelines. 

• Use all IT systems appropriately and effectively, to include SharePoint and Microsoft 
Teams. 
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• Carry out duties and responsibilities at all times with due regard to relevant 
regulations, policies and procedures, including those relating to health and safety. 

• Adhere to the provisions of data protection legislation, and refrain from sharing any 
personal or other information relating to students with any third party without the Line 
Manager’s express permission. 

• In addition to the above tasks, to undertake any other tasks as directed by the Line 
Manager (or nominee). 

The above is not an exhaustive list of tasks as the role may change to meet the Institute’s overall 
objectives.  These tasks are subject to amendment over time as priorities and requirements 
evolve and as such the job description may be amended at any time by the line manager 
following discussion with the post holder. 
  



 
 

 
 

Academic Administration Executive: July 2021 Page 7 

Person Specification 
Essential criteria [i.e. the criteria that an applicant must satisfy] 

Qualifications 
 

• Undergraduate degree or equivalent. 

 
Experience and attributes 
 

• Experience of working in student support or academic administration in a Higher Education 
setting. 
 

• Ability to manage the academic administration function within a higher education setting. 
 

• Ability to deal with module mapping activities for progressing students, ensuring 
compliance with the Academic Regulations. 
 

• Ability to deliver training to both internal and external stakeholders, e.g. academic staff. 
 

• Ability to set the agenda, take minutes and track actions through an action tracker for 
committees and forums.  
 

• Computer literate (to include competence in the use of Microsoft Office, in particular Word, 
Excel, PowerPoint and Outlook; SharePoint; and Microsoft Teams). 
 

• Ability to deal with large sets of data using Excel. 
 

• Advanced Excel skills (e.g. use of VLOOKUP formulas, pivot tables). 
 

• Ability to use Student Management Systems (e.g. Oracle on Demand, SITS). 
 

• Ability to use a Customer Relationship Management system (e.g. Hobsons Radius). 
 

• Ability to interrogate and interpret data. 
 

• Excellent writing, communication and interpersonal skills. 
 

• Ability to engage and work positively with a wide range of people. 
 

• Ability to work independently as well as take direction and work collaboratively across 
divisional and departmental boundaries. 
 

• Excellent organisational skills and the ability to effectively prioritise. 
 

• Ability to manage change and adapt to a fast-changing environment. 

 
Personal qualities 

• Welcoming and hospitable attitude. 
 
• Ability to own and find solutions to problems.  

 
• Commitment to living the Institute’s values: Be inclusive; Be curious; Show courage; 

Make things happen; and Don’t be mean.  
 
• Enthusiasm and empathy for the Institute’s vision and mission.  
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• Genuine commitment to equal opportunities, widening participation, and the Institute’s 
Inclusive Learning Environment. 

 
• Good time management, with an ability to work under pressure and meet tight deadlines, 

whilst maintaining high attention to detail. 

Desirable criteria [i.e. the criteria that it is desirable (but not essential) that an 
applicant should satisfy] 

Qualifications 
 

• None. 

 
Experience and attributes 
 

• None 

 
Personal qualities 
 

• None 
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