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JOB DESCRIPTION
Senior Portfolio Executive
























	1. ROLE SPECIFICS

	Job Title:
	Senior Portfolio Executive

	Grade:
	MPC4

	Reports to:
	Portfolio Manager

	Location:
	Birmingham

	Department:
	Strategy – Higher Education 

	Vetting Requirement:
	Basic disclosure



	2. About the role

	What you’ll be doing
	As a Senior Portfolio Executive in the Strategy team you will play an important role in supporting the management and promotion of all courses in the QA Higher Education portfolio. 
You will be comfortable owning the process for maintaining the central portfolio information database which will be used to inform all marketing collateral, support the sales teams and ensure our regulatory compliance (e.g. OfS, UKVI, CMA, British Council etc.).  
As the point of contact for marketing course information, you will know our programmes inside and out, working with multiple stakeholders on reasonably complex projects where you will be expected to apply your professional judgement to make informed recommendations. 
You will be creative and articulate in promoting our existing course portfolio to internal recruitment teams via training webinars and will help provide supporting analysis on portfolio performance.
You will work with several internal and external stakeholders, maintaining relationships to encourage collaboration and creativity. You will have a strategic mindset towards the work our team produces and act as a mentor to others within the team. 

	Key Responsibilities
	Coordinating with insights, marketing and recruitment team members to leverage key messaging for our portfolio of programmes.
Maintain an accurate and up-to-date database of all course instances on our CRMs (e.g. Salesforce), ensuring applications links are live on-time.
Support in bringing new programmes to market ensuring all documentation is accurate and compliant.  
Deliver internal portfolio retraining sessions to keep internal teams knowledgeable of our existing provision.
Be a portfolio expert and support all members of the marketing team to ensure programme information on materials (e.g. course pages, flyers etc.) is accurate and current, with sign off responsibility.
Manage and maintain excellent relationships with key stakeholders, including external university partners, to achieve professional and organisational objectives.
Ensure regular reviews of programme information and compliantly record, update and communicate changes effectively.
Be a point of contact across the organisation who demonstrates detailed technical knowhow about our portfolio and compliance obligations.

	KPIs & SLAs
	The role holder will have regular reviews with key bi-annual objectives. 
Key requirements will relate to ensuring the accuracy of how our portfolio is presented and contextualised to the external landscape. 

	Key Working Relationships
	· Portfolio Manager 
· Senior Insights & Portfolio Development Manager 
· Director of Strategy 
· Strategy Team 
· QAHE Marketing Team 
· IT Salesforce Team 
· QAHE Faculty including Programme Leaders and Course Directors 
· Partner Faculty 
· Partner Marketing Teams 
· Recruitment and Sales Teams 
· QAHE and Partner Admissions Teams 




	3. About You

	Your Competencies
1: Working Level 
2: Advanced Level
3: Expert Level
	Results driven – 2 
Continuous learning – 1 
Taking ownership - 1 
Collaboration - 2 

Role specific  
Attention to detail – 2 
Solutions driven – 1 
Creativity – 1 
Stakeholder Management - 2 


	Your Experience
	Experience of working with highly detailed documentation and translating this for different audiences 
 
Experience of working to regulatory requirements would be advantageous 
 
Experience of working with a range of stakeholders  
 
Experience of supporting a sales function would be beneficial 
 
Experience of influencing others would be beneficial 


	Your Knowledge
	General knowledge of Microsoft Office essential  
 
Techniques for writing for different audiences would be beneficial 
 
Ability to design and deliver engaging webinars or training sessions using PowerPoint would be beneficial 
 
An understanding of working to SEO considerations would be advantageous 

Ability to work to given deadlines and operate within complex procedures to solve problems and identify opportunities
 
Understanding of the Higher Education industry and regulatory bodies (CMA, QAA, BC, OfS etc) would be advantageous 


	Your Qualifications
	You’ll be educated to degree-level or have a strong background working in a content or product information role.  

	What you’ll bring to QAHE
	Fast learner, capable of managing a diverse workload 
 
Excellent communication skills – you’ll be a natural at building strong working relationships to inspire and influence others 
 
Would suit a tenacious character 
 
A proactive approach to work and comfortable in owning processes 
 
A willingness to learn and develop the team 
 
A desire to deliver high quality work with a keen eye for detail 
 
Flexibility and adaptability in an agile environment 
 
A diligent and detailed individual 
 
A positive outlook with a ‘can do’ attitude 
 
Innovative, inquisitive and imaginative 
 
Would suit an ambitious individual with a desire to progress and take on more responsibility 




	4. WORKING AT QA HIGHER EDUCATION

	QAHE is a private UK higher education provider working in partnership with UK universities to recruit to and deliver a range of programmes from foundation level to undergraduate and postgraduate degrees. We currently teach over 17,000 students from all over the world. 
We work with our partner universities cover course subject areas including Accountancy, Business, Computing, Cyber, Digital Marketing, Events Management, Project Management and Web Development all delivered in city centre locations.
We believe everyone should be given access to outstanding higher education and our aim is to make that possible.
QAHE is committed to safeguarding and promoting the welfare of children, young people and adults with care and support needs. We hold the expectation that all staff share this commitment in creating a safe and inclusive environment and as an organisation, we comply with relevant legislation and best practices in safeguarding.
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