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University of Derby Job Description
Job Summary
Job Title
Registrar
College/Department 
The Registry
Location
Kedleston Road, Derby, DE22 1GB
Job Reference Number
0270-26
Job Grade
Leadership - B
Salary
£96,184 to £120,230 per annum (for exceptional performers, there is scope for further progression up to £138,265 per annum)
Reports To
Deputy Vice-Chancellor & Deputy CEO
Line Management Responsibility
Yes
Job Description and Person Specification
Role Summary
The Registrar is the University's senior professional lead for student and academic administration, student services, academic governance support, regulatory compliance, and student lifecycle management.
As a member of the University's senior leadership community, the Registrar will provide strategic leadership across Registry and Student Services functions, ensuring the University delivers an outstanding, inclusive and compliant student experience from recruitment and admissions through to graduation and alumni transition.
The Registrar will lead the development and implementation of institutional strategies, policies, systems and services that enable student success, support academic quality and standards, and ensure compliance with all relevant regulatory, statutory and professional requirements.
Working closely with the University’s Executive, academic leaders and professional service directors, the postholder will ensure that operational excellence, regulatory assurance and data-informed decision-making are embedded throughout the student lifecycle.
The Registrar will act as the University's principal adviser on student administration, academic governance processes, regulatory compliance relating to student administration, and student support provision. The role will provide strategic leadership within an increasingly complex higher education environment characterised by regulatory scrutiny, growing student expectations, digital transformation, widening participation, internationalisation, apprenticeships and lifelong learning.
Principal Accountabilities
Strategic Leadership
1) Provide visionary and strategic leadership for The Registry, ensuring its priorities, services and operations align with the University's strategic objectives and support institutional growth, sustainability, regulatory compliance and student success.
2) Develop and deliver a long-term Registry strategy that promotes academic excellence, operational effectiveness, innovation, regulatory assurance and outstanding student outcomes.
3) As a member of the senior leadership team, contribute to the development and delivery of University strategy, policy and organisational priorities, providing expert advice on emerging opportunities, risks and challenges across the higher education sector.
4) Act as the University's lead adviser on higher education policy, regulation and professional practice, ensuring the institution can anticipate, respond to and influence changes in the external environment.
5) Lead strategic analysis of sector developments, including regulation, funding, student expectations, demographic change, digital innovation, artificial intelligence, lifelong learning and international education, assessing their impact on the University.
6) Represent the University within professional networks and sector bodies, enhancing institutional reputation, influencing policy discussions and promoting best practice.
7) Lead governance, assurance and risk management arrangements across Registry and Student Services, ensuring effective management of institutional and regulatory risk.
8) Build organisational capability through workforce planning, talent development, succession planning and staff engagement, ensuring resilient and sustainable services. 
9) Lead the management of Registry and Student Services resources, ensuring value for money, operational resilience and contribution to the University's long-term financial sustainability. 
10) Ensure effective partnership working across academic and professional service functions to deliver institutional priorities and strategic objectives.
Student Lifecycle & Registry Operations
1) Provide strategic oversight of the student lifecycle, ensuring a seamless and student-centred experience from enquiry and admission through to graduation, employment and progression.
2) Ensure the effective delivery, benchmarking and innovation of core Registry functions, including admissions, enrolment, student records, timetabling, attendance monitoring, assessment administration, awards and graduation.
3) Provide strategic leadership for academic governance and student administration frameworks that support academic quality, standards, regulatory compliance (inter alia OfS, UKVI, HESA, CMA, EDI, GDPR and Ofsted) and effective decision-making.
4) Lead the development of a future-focused Registry operating model, driving service transformation through process improvement, digital innovation, automation, artificial intelligence and sector-leading practice.
5) Sponsor major institutional projects relating to student systems, service enhancement, organisational effectiveness and digital transformation.
Strategic Data, Information & Insight
1) Ensure the integrity, security and effective management of student records, institutional data assets and statutory returns.
2) Act as the institutional custodian for student record systems and associated data governance frameworks, ensuring compliance, accountability and effective stewardship of student information.
3) Promote the strategic use of data, analytics and business intelligence to support and identify opportunities for planning, performance monitoring, risk management and evidence-based decision-making.
4) Develop an organisational culture that values data-informed decision-making and continuous improvement across the student lifecycle.
Student Experience, Wellbeing and Success
1) Lead institution-wide initiatives to improve student continuation, completion, attainment, employability, engagement and satisfaction through evidence-informed approaches.
2) Promote an integrated approach to student wellbeing, safeguarding, disability support, inclusion and student success, fostering a culture of safety, belonging and effective support.
3) Champion access, participation, equality, diversity, inclusion and social mobility initiatives that enable all students to achieve their potential.
4) Lead the University's approach to student casework, ensuring concerns, complaints, misconduct, fitness to study and welfare matters are managed fairly, consistently and in accordance with policy and legislation.
5) Develop strong relationships with students, academic leaders, professional services, regulators and external partners to support an outstanding student experience and successful outcomes.
6) Discharge all safeguarding responsibilities as required by the role.
Person Specification
Essential Criteria
Qualifications
· Educated to postgraduate degree level or equivalent qualification and professional experience
· Evidence of substantial continuing professional development relevant to higher education leadership, academic administration, governance, regulation, student services or organisational leadership
· Leadership and management qualification, or equivalent senior leadership experience
Experience
· Significant senior leadership experience within a complex organisation, with responsibility for strategic planning, organisational performance, service delivery and resource management, including contribution to institutional strategy, policy development and executive-level decision-making
· Substantial experience leading Registry, Academic Services, Student Administration, Student Services or equivalent functions, with responsibility for services across the student lifecycle including student administration, support, success and academic services
· Proven track record of leading organisational transformation, digital innovation, service redesign and major change programmes
· Experience operating within complex governance, regulatory and compliance frameworks and leading responses to regulatory change
· Experience leading and developing large, high-performing teams and organisational capability, fostering a culture of accountability, engagement, inclusion and continuous improvement
· Experience managing significant budgets, resources and operational risk to ensure sustainable and effective service delivery
· Strong track record of building productive relationships with senior stakeholders, governing bodies, regulators and external partners
· Experience using data, business intelligence and performance metrics to inform strategy, performance and organisational improvement
Skills, knowledge & Abilities
· Strong knowledge of the higher education regulatory environment and its impact on institutional strategy, governance and operations
· Detailed understanding of academic governance, student administration, quality assurance and student lifecycle management
· Knowledge of student success, retention, progression, employability and the wider student experience agenda
· Understanding of key regulatory requirements, including OfS, UKVI, HESA, SLC, consumer protection, equality and data protection legislation
· Knowledge of safeguarding responsibilities and good practice within higher education
· Excellent strategic leadership and planning skills, with the ability to translate institutional priorities into effective delivery
· Exceptional communication, influencing and relationship-management skills, with credibility at executive, governance and operational levels
· Strong analytical and problem-solving skills, with the ability to interpret complex information and provide sound strategic advice
· Ability to lead organisational change, innovation and continuous improvement in a complex environment
· Ability to balance strategic leadership with effective operational oversight
· Demonstrable commitment to equality, diversity, inclusion, access, participation and student success
· Excellent written and verbal communication skills, with the ability to present complex information clearly and persuasively
Business requirements
· Basic Disclosure and Barring Service (DBS) check
· Willingness to provide support at University events e.g., Graduation, Clearing and Open Days, (some of these events occur outside of normal working hours, such as evenings and weekends)
· Ability to attend meetings and represent the University both internally and externally as required
· Commitment to working flexibly to meet the needs of the role
Benefits
The University of Derby believes in providing choice to its people suited to their needs or life stages. By offering a number of salary sacrifice options, a generous holiday entitlement of 30 days plus bank holidays and 4 concessionary days and a host of family friendly policies, splitting your time and finances is straightforward. For those with prospective students in the household, tuition fee support is offered to partners and children and, not forgetting you, there is financial support for accredited learning.
The competitive 'total reward' offering has something for everyone and looks to reward and recognise people in different ways.
Core to the package is a competitive pay structure and generous public-sector pension schemes. The pay structure allows for stepped progression in role and is reviewed against the market and, where applicable, awarding national pay awards annually. Further financial support is offered through the Financial Wellbeing Hub, not forgetting the generous pension contributions supporting your retirement fund within the Local Government Pension Scheme.
Wellbeing at Derby features within its benefits options from the Employee Assistance programme through to an eyecare voucher scheme, not to mention the discounted membership for the on-site gym at our Kedleston Road campus. With the Inclusion and Wellbeing Networks, there really is support for everyone.   
The University also facilitates ‘Give as You Earn’ options to donate to your preferred charities straight from your pay which enhances the amount your charity receives for your donation.
The University of Derby celebrates loyalty and achievements through its Staff Excellence Framework be it financially, or non-financially. to the aim is to foster a culture of boldness and brilliance in people, and from a simple thank you through to a local awards ceremony, notable achievements of colleagues are recognised and rewarded.  
For more information on the benefits of working at the University of Derby go to the Benefit pages of our website.
Our People 
The University of Derby is committed to fostering an open, inclusive and diverse community where everyone is treated with dignity, fairness and respect. We are committed to advancing equity, diversity and inclusion regardless of age, disability, gender identity, marriage and civil partnership, pregnancy and maternity, race, religion or belief (or none), sex or sexual orientation. 
As a Disability Confident employer, we are committed to inclusive recruitment and welcome requests for adjustments throughout the recruitment process. Applicants may choose their preferred title, including 'Mx', and may share preferred pronouns if they wish. We also use anonymised shortlisting to help reduce the potential impact of unconscious bias. For more information on equity, diversity and inclusion at the University of Derby, please visit our website.  
We are also committed to promoting academic freedom and freedom of speech and expression within the law, in line with our Code of Practice, and value diversity of thought alongside diversity of backgrounds and experiences. 
However you identify, we welcome applications from people whose experiences, perspectives and talents will contribute to our inclusive, supportive and intellectually vibrant community. 
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