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Senior Academic Services Specialist 

























	1. Job specifics

	
Job Title:

Reports to:
Location:
Department:

	
Senior Academic Services Specialist 

Academic Services Team Leader
London, Rosebery Avenue
Academic Services 



	2. About the role

	
What you’ll be doing

	As a Senior Academic Services Specialist, you will be responsible for the efficient facilitation of Examination Boards, the Mitigating Circumstances process, and will act as a point of contact between ourselves and our partner institutions for board processes and student record queries.

	
Key Responsibilities

	To provide effective and efficient administrative support to all programmes (partner specific)in the areas of exam boards, extenuating circumstances, student lists and outcomes
To manage Academic Enquiries and Extenuating Circumstances inboxes 
Examination Board preparation 
To ensure the accuracy of internal and external student records
To manage post-Examination Board communications
To support the Registry function where necessary

	
KPIs & SLAs

	Within our function, this normally means meeting deadlines and ensuring that data is well-maintained, correct, and secure, with additional focus on customer service, an accurate and professional level of administrative support, good communication skills, and achieving positive student feedback.

	
Key Working Relationships

	Academic Services Team Leader
Head of Academic Services 
QA Course Directors
QA Programme Leaders
QA Registry Team Leader
QA Senior Academic Services Specialists
University Partner Programme Administrators
University Partner Senior Registry Officers


	
	3. About You

	
Your Competencies
	Excellent communication skills
Excellent organisational, problem-solving and planning skills
Excellent literacy and numerical skills
Team player
Flexible and adaptable to change
Well-organised and methodical
Proactive 

	
Your Experience

	Extensive administrative experience within the education sector
Experience of multi-tasking and delivery to agreed timescale
Experience of managing and prioritising complex workloads

	
Your knowledge

	Microsoft Office
Business / educational environment
Knowledge of Course Regulations

	
What you’ll bring to QA

	
We’re looking for an enthusiastic individual who is self-motivated and dedicated to providing an exceptional service. The individual must have a meticulous eye for detail with high organisational skills and good time management. They should be able to work as part of a team as well as individually.


	Diversity & Inclusion 
	QA are able to make reasonable adjustments based on part-time work, child-care or developmental disorders that may need to be taken into consideration. 
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