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University of Derby Job Description
Job Summary
Job Title
Accreditations Manager
College/Department 
Derby International Business School
Location
Cavendish Building, Agard Street, Derby, DE1 1DZ
Job Reference Number
0335-26
Job Grade
MPS 1
Salary
£39,051 to £46,653 per annum (for exceptional performers, there is scope for further progression up to £53,650.95 per annum)
Reports To
Director of Derby International Business School
Line Management Responsibility
No
Job Description and Person Specification
Role Summary
The post holder will work closely with Derby International Business School (DIBS) to realise the school’s accreditation plans. The post holder will thrive on understanding accreditation requirements, building operational data management structures and analysing subsequent data outputs for the purpose of obtaining and maintaining accreditations. Reporting to the Director of DIBS, the role holder will work both independently and collaboratively to play a key role in leading and managing accreditation projects.
Principal Accountabilities
1) To lead on accreditation processes e.g. CABS Small Business Charter, EFMD Programme Accreditations and AACSB Accreditation, providing high-level project management support to the Derby International Business School, to initiate and coordinate accreditation activity. 
2) Proactively engage with School stakeholders to ensure key strategies and objectives are implemented and monitored, in line with the Schools’ commitment to continuous improvement and as part of the accreditation process.
3) Work closely with the School’s Leadership Team to ensure quality and accreditation activity is embedded in and very much part of the Schools’ governance processes. 
4) Forge relationships with key stakeholders both internal and external to facilitate the accreditation process.  
5) To project manage the accreditation processes such as EFMD, AACSB and CABS SBC . 
6) Act as central point of contact in for all matters related to School accreditation.
7) Manage and lead an accreditation Communications Plan to engage key stakeholders across the University in accreditation processes. 
8) Provide progress and project reports and briefings at senior management group meetings, and to other stakeholders as appropriate.
9) Provide regular reports to senior management on accreditation activity, escalating risks and issues with recommendations for mitigation.
10) Initiate and co-ordinate input to accreditation reports, data sheets and peer review visits from key stakeholders across the School, wider University and from external stakeholders.
11) Manage the planning and organisation of Peer Review visits, including co-ordination of attendees for panel meetings; oversee the organisation of travel and hospitality for the external panel members.
12) Alongside the Strategic Insights and Planning team undertake benchmarking, both nationally and internationally to gather intelligence and complete surveys as appropriate to support accreditation activity. 
13) Attend conferences and seminars to increase understanding of accreditation, initiate, and build key networks with other institutions and organisations. 
14) Work with and lead activity within other teams both within the Registry, Colleges, and also with teams such as Strategic Insights and Planning, People Experience and Culture (PEC) and Research teams to ensure the timely production of data required to meet the requirements of accreditation criteria.
15) To manage the collection, indexing and preparation of all materials and evidence for the accreditation process. Identify ways to facilitate cross-referencing and management of materials and evidence to meet differing accreditation processes and criteria.
16) To take a proactive approach to understanding stakeholders and how we can best meet their needs; work together in a mutually supportive way and towards shared priorities; assist at University and College wide events where required; respond to enquiries from staff, students and visitors in a professional and customer-focused manner.
17) Undertake other duties and projects as may be reasonably required in accordance with the grade of the post.
Person Specification
Essential Criteria
Qualifications
· Educated to degree level or equivalent professional qualification or experience 
Experience
· Experience in a Higher Education project management role
· Accreditations management experience
· Experience of Process and Policy development 
· Experience of data management and analysis
· Experience in creating and maintaining positive relationships
Skills, knowledge & abilities
· Understanding of universities / Higher Education
· Effective communication and influencing skills, including the ability to draft papers and other communication pieces for a variety of audiences
· Exceptional interpersonal skills 
· Ability to work collaboratively with a diverse range of people (both within and external to the Colleges and University including students and corporate partners, as well as staff at all levels)
· Driven and focused with the ability to work independently
· Effective team leader
· Strong attention to detail and a commitment to getting things right the first time
· Exceptional planning and time management skills
· Ability to work flexibly and manage a complex workload effectively
· Excellent IT skills including Microsoft Office (especially Word, Excel & PowerPoint) 
· Ability to present a professional image of the University and the Colleges
· Ability to work independently and in teams to influence others and complete projects 
Business requirements
· The University is committed to ensuring a positive work life balance for all staff and it is within this context that you will be expected to work flexibly which, dependent upon the needs of the post, may include occasional evening or weekend working or international travel
· Willingness to provide support at University events from time to time e.g., Graduation, Clearing and Open Days, (some of these events occur outside of normal working hours, such as evenings and weekends)
Desirable Criteria
Qualifications
· Professional qualifications in Project Management 
Experience
· Previous experience in Business School accreditations
Skills, knowledge and abilities
· Understanding of a Business School environment
· Understanding of how governance frameworks support effective decision making and communication 
· Knowledge of AACSB, EFMD and CABS SBC accreditations
Benefits
The University of Derby believes in providing choice to our people suited to their needs or life stages. Offering a number of salary sacrifice options, a generous holiday entitlement of 26 days plus bank holidays and 4 concessionary days and a host of family friendly policies, mean that splitting your time and finances can be easier. For those with prospective students in the household, we also offer tuition fee support to partners and children and, not forgetting you, we offer financial support for accredited learning.
Our 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. Our 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 our Financial Wellbeing Hub, not forgetting our generous pension contributions supporting your retirement fund within our Local Government Pension Scheme.
Wellbeing at Derby features within our benefits options from our Employee Assistance programme through to our eyecare voucher scheme, not to mention the discounted membership for our on-site gym at our Kedleston Road campus. With our Inclusion and Wellbeing Networks, there really is support for everyone.   
We also facilitate ‘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.
At the University of Derby, we celebrate loyalty and achievements through our Staff Excellence Framework be it financially, or non-financially. We aim to foster a culture of boldness and brilliance in our people, and from a simple thank you through to a local awards ceremony, we recognise and celebrate notable achievements of our colleagues.  
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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