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	Proctor’s Office 




The Proctor’s Office sits within the Principal’s Office and has overall responsibility for learning and teaching, postgraduate education, quality assurance and enhancement, and other student business including welfare, discipline and the student experience.

The Office is headed up by the Vice-Principal (Proctor), who is supported by the Dean of Arts and Divinity, the Dean of Science, Executive Officer to the Proctor and a small administrative team.   The Proctor’s Office provides a range of academic services to staff and students across the University, oversees the University’s quality assurance and enhancement activities, has responsibility for developing and implementing academic policies and processes, and supporting a range of University committees.

The administrative staff within the Office work closely together on a day-to-day basis, and each member of staff is expected to be flexible in the way they work.  All staff work closely with key post holders such as Directors of Teaching, Directors of Postgraduate Studies and other key groups and individuals who help take forward the University’s educational strategy and policy.
	Job Description




	Job Title: Academic Policy Officer
School/Unit: Proctor’s Office
Reporting to: Executive Officer to the Proctor
Job Family: Managerial, specialist & Administrative

	Working Hours: Full time/36.25 hours per week (8.45am-5pm)
Grade/Salary Range: Grade 6/£32,004-£38,183 per annum
Reference No: AD2047MR
Start Date: As soon as possible 



	Main Purpose of Role


The role holder will provide a significant contribution to the direction, initiation, development and implementation of the University’s academic regulatory and policy framework ensuring that it is flexible, responsive and fit for purpose.   Playing a pivotal role in the University, the role holder will provide valid, reliable, accurate professional and strategic advice to the Vice-Principal (Proctor) and Deans on matters relating to learning and teaching taking into account changes in the external policy and regulatory framework, and advising on the implications for St Andrews.
The role holder will initiate, shape and lead institution-wide projects relating to learning and teaching, quality and the student experience, effecting improvements in many different areas.  The role holder will also provide professional support to University-level committees and will be a key contact for Schools and Units providing valid, reliable and accurate professional advice, guidance and support to academic and professional services colleagues University wide, on matters relating to the University’s learning and teaching policies and regulations.
The role holder will lead, manage and coordinate and support an agreed portfolio of work as determined by the Executive Officer, to facilitate the implementation of team operational priorities.
	Key Duties and Responsibilities


1. Proactively initiate, develop and implement changes to the University’s academic regulatory and policy framework to ensure that policies remain streamlined and fit for purpose, are legally compliant and address the University’s strategic plan objectives.
2. Proactively undertake horizon scanning, monitor higher education policy developments and network with external bodies in order to advise the Vice-Principal (Proctor) and Deans on the external landscape for learning and teaching, quality and student experience highlighting the implications for the University.
3. Provide high quality secretariat service to a number of central and senior academic committees, including the Academic Business Committee, Academic Monitoring Group and Academic Assurance Group to facilitate their efficient and effective operation providing comprehensive briefing papers in advance.
4. Ensure that committee meetings and events take account of the need to align with the wider University committee approvals timetable, the demands on senior staff at particularly busy times of year and the need to have a meeting cycle which allows sufficient time for policy development prior to submission to Academic Council for formal approval. 
5. Succinctly capture the discussion points, decisions and actions from each meeting, and prepare a high-quality set of minutes from each meeting which can hold up to internal scrutiny at Academic Council but also externally by the Scottish Public Services Ombudsman and Quality Assurance Agency for Scotland.
6. Using own judgement, formulate clear and effective proposals to fill any gaps in missing policy and regulation, advising senior staff in a way that aids swift understanding of the issue and obtain agreement of what needs to be done to resolve the issue.
7. Write policy proposal papers for the Academic Business Committee, Learning and Teaching Committee, Academic Monitoring Group, and Academic Council ensuring that they present a coherent argument and clear set of recommendations and/or actions.
8. Prepare cover sheets for committee papers and policy proposals which clearly outline the purpose of the paper, who has been consulted and how the policy will be implemented. 
9. Prepare update and/or briefing papers for committee meetings with the purpose of bringing members up to date on particular learning and teaching activities, adapting the length and tone depending on the audience.
10. Prepare discussion papers for committees which interpret and describe the significance of internal or external developments, and outline the key issues for consideration so that members can come to the meeting fully prepared to effectively contribute to the discussion.
11. Communicate institutional regulatory and policy changes, and implementation plans, to Heads of Schools, Directors of Teaching and Heads of (student-facing) Units explaining the impact of the changes, soliciting feedback, negotiating amendments to policies or procedures in development, and building consensus and understanding around new policies generated by the Proctor’s Office.
12. Act as a point of contact for the Vice-Principal (Proctor), Deans and others when they require an update on issues relating to learning and teaching policy and regulatory matters, giving updates clearly and succinctly formulating suggestions as to the most effective way forward, tailored to the particular circumstance.
13. Draft communications to go out over the Deans’ and Proctor’s signature, using a high level of diplomacy and sensitivity.
14. Lead University-level Working Groups commissioned by the Vice-Principal (Proctor) which have been established to consider specific academic or regulatory matters, facilitate discussions and put forward issues for consideration by members. 

15. Contribute to the drafting of Working Group reports presenting the different ideas or views of the Working Group, and making succinct and clear recommendations so that the Vice-Principal (Proctor) and Deans clearly understand the issues and options available to them.
16. Lead and manage educational projects relating to learning and teaching, where necessary working closely with IT Services developers to introduce system improvements and therefore delivering benefits to the University as a whole.
17. Lead implementation groups for new policies with colleagues from Registry and IT Services through face to face meetings to confirm exactly what needs to be done, resolve any issues of concern and ensure that the scheduling of any new policy takes account of wider institutional issues such as Consumer Protection Legislation.
18. Devise and coordinate communications and training for staff and students around the implementation of new policies and other developments in the Proctor’s Office areas of responsibility.
19. Write guidance for staff and students to accompany new policies providing appropriate direction to the reader who may have little prior knowledge of the policy, clearly specifying what is mandatory and where there may be flexibility in the application of the policy.
20. Coordinate and oversee the University’s academic administrative processes relating to learning and teaching to ensure compliance with internal and external regulations and best practice, liaising with colleagues as appropriate. Where necessary, coordinate operational implementation and maintenance of new processes and procedures.
21. Contribute to the analysis of the institutional results from the National Student Survey (NSS), Higher Education Academy’s Postgraduate Teaching Experience Survey (PTES) participating in discussions about key themes arising from the survey and issues for consideration by the Vice-Principal (Proctor) and Deans.  Provide advice on how to increase the institutional response rate and find ways to better engage with undergraduate and taught postgraduate students generally.

22. Attend meetings of the School Presidents’ Student Forum along with other representatives from the Proctor’s Office liaising with the Vice-Principal (Proctor) and Deans beforehand to ensure that they are properly briefed and have identified any actions to be taken either pre or post the Forum.

23. Lead the development of training and briefing sessions for Academic Misconduct Officers, helping to shape the content of the sessions, meeting afterwards with the Pro Deans to review feedback received from the session and consider future enhancements.

24. Create, build and maintain positive working relationships with student-facing service Units such as Registry, CAPOD and Student Services to share information, build consensus and streamline processes.
25. Create new webpages for learning and teaching policies liaising as necessary with the Digital Communications team; writing text for the web and ensuring that webpages are fit for purpose, accurate and easily accessible.


	Person Specification 


This section details the attributes e.g. skills, knowledge/qualifications and competencies which are required in order to undertake the full remit of this post.  

	Attributes 
	Essential
	Desirable 
	Means of Assessment

(i.e. application form, interview, test, presentation etc)



	Education & Qualifications 

(technical, professional, academic qualifications and training required) 


	Educated to degree level or equivalent relevant experience

	Postgraduate qualification.
	Application form.

	Experience & Knowledge

(examples of specific experience and knowledge sought) 


	At least two years’ senior administrative experience gained within HE ideally in an academic policy or regulatory function.
Extensive knowledge and understanding of key policy issues in the HE sector.
Experience of working with and advising senior staff.

Experience of working with a high degree of initiative and adopting a proactive approach.

	Knowledge of some of the systems and related processes used in St Andrews.
	Application form and interview.

	Competencies & Skills

(e.g. effective communication skills, initiative, flexibility, leadership etc)   


	Highly developed written and oral communication skills including the ability to write strategy/policy documents and deliver presentations to a wide range of audiences. 

Good conceptual and analytical skills.

Ability to communicate complex information to a wide variety of audiences in order to influence, achieve change where necessary and achieve results.
Experience of writing complex policy documents.

Experience of formal and senior committee servicing.

Ability to apply appropriate levels of initiative, judgement and creativity. 
High degree of self-motivation and self-managing work style with the ability to set goals and work independently.

Excellent organisational skills and a flair for analysing and solving problems creatively, often at minimal notice.

Excellent people skills remaining calm, professional and courteous under pressure.


	The ability to respond to ad hoc demands which are largely unforeseen and immediate.

Experience of managing and successfully delivering projects.
	Interview.


\
Essential Criteria – requirements without which a candidate would not be able to undertake the full remit of the role.  Applicants who have not clearly demonstrated in their application that they possess the essential requirements will normally be rejected at the short-listing stage. 

Desirable Criteria – requirements which would be useful for the candidate to hold.  When short listing, these criteria will be considered when more than one applicant meets the essential requirements.  

	Other Information  


We encourage applicants to apply online at www.vacancies.st-andrews.ac.uk/welcome.aspx, however if you are unable to do this, please call +44 (0)1334 462571 for a paper application form.  

For all applications, please quote ref: AD2047MR
The University of St Andrews is committed to promoting equality of opportunity for all, which is further demonstrated through its working on the Gender and Race Equality Charters and being awarded the Athena SWAN award for women in science, HR Excellence in Research Award and the LGBT Charter;  http://www.st-andrews.ac.uk/hr/edi/diversityawards/. 

The University is committed to equality of opportunity.

The University of St Andrews is a charity registered in Scotland (No SC013532).
	Obligations as an Employee   


You have a duty to carry out your work in a safe manner in order not to endanger yourself or anyone else by your acts or omissions.   

You are required to comply with the University health and safety policy as it relates to your work activities, and to take appropriate action in case of an emergency.
You are required to undertake the Information Security Essentials computer-based training course and adhere to its principles alongside related University Policy and Regulations.
You are responsible for applying the University’s equality and diversity policies and principles in your own area of responsibility and in your general conduct.

You have a responsibility to promote high levels of customer care within your own area of work/activities.

You should be adaptable to change, and be willing to acquire new skills and knowledge as applicable to the needs of the role.  

You may, with reasonable notice, be required to work within other Schools/Units within the University of St Andrews.

You have the responsibility to engage with the University’s commitment to Environmental Sustainability in order to reduce its waste, energy consumption and carbon footprint.
	The University & Town 




Founded in the early 15th century, St Andrews is Scotland’s first university and the third oldest in the English speaking world. 

Situated on the east coast of Scotland and framed by countryside, beaches and cliffs, the town of St Andrews was once the centre of the nation’s political and religious life.

Today it is known around the world as the ‘Home of Golf’ and a vibrant academic town with a distinctively cosmopolitan feel where students and university staff account for more than 30% of the local population.

The University of St Andrews is a diverse and international community of over 10,500, comprising students and staff of over 120 nationalities. It has 8,200 students, just over 6,600 of them undergraduates, and employs approximately 2,540 staff - made up of c. 1,190 in the academic job families and c 1,350 in the non-academic job families.

St Andrews has approximately 50,000 living graduates, among them former Scottish First Minister Alex Salmond and the novelist Fay Weldon. In the last 90 years, the University has conferred around 1000 honorary degrees; notable recipients include Benjamin Franklin, Rudyard Kipling, Alexander Fleming, Iris Murdoch, James Black, Elizabeth Blackadder, Tim Berners-Lee and Hillary Clinton.   

The University is one of Europe’s most research-intensive seats of learning. It is the top-rated university in Scotland for teaching quality and student satisfaction. In the Research Excellence Framework (REF) 2014 the University was ranked top in Scotland for quality of research output and one of the UK’s top 20 research universities.

St Andrews is consistently held to be one of the United Kingdom’s top ten universities in university league tables compiled by The Times and The Sunday Times, The Guardian and The Complete University Guide. In the 2014/15 Times and Sunday Times Good University Guide, St Andrews is ranked 3rd in the UK, behind only Oxbridge. The same guide has named St Andrews its Scottish University of the Year in 2013 and 2014. The University has eight times been named the top multi-faculty university in the UK in the National Student Survey – a direct reflection of the quality of teaching, assessment and facilities. In international and world rankings St Andrews scores highly for teaching quality, research, international outlook and citations. In the 2014 Times Higher Education World Rankings St Andrews is 14th in the world for International Outlook, 33rd for research and teaching in Arts and Humanities and 81st for Citations. It is ranked 111th overall in the Times Higher Rankings and 88th in the QS University World Rankings. 

Its international reputation for delivering high quality teaching and research and student satisfaction make it one of the most sought after destinations for prospective students from the UK, Europe and overseas. In 2012 the University received on average 12 applications per place. St Andrews has highly challenging academic entry requirements to attract only the most academically potent students in the Arts, Sciences, Medicine and Divinity. 

The University is closely integrated with the town. The Main Library, many academic Schools and Service Units are located centrally, while the growth in research-active sciences and medicine has been accommodated at the North Haugh on the western edge of St Andrews.

As the University enters its seventh century, it is pursuing a varied programme of capital investment, including the refurbishment of its Main Library and a major investment in its collections, the opening of a research library, the development of a major arts centre, the refurbishment of the Students’ Union, and the development of a wind-farm and green energy centre to offset energy costs.
