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[bookmark: job]THE POST

Faculty/Service:	Education & Academic Services, LXI

Post:			Senior Quality Enhancement Advisor

[bookmark: Text109]Reference No:		HR to complete

Grade:			F 

Reporting To:		Head of Programme Design and Quality Enhancement 

Responsible For:	Line Management of Programme Design and Quality Enhancement team members, where required


Job Description
  
Learning Experiences & Innovation (LXI) is the ‘go-to’ service across the Exeter learning community in uplifting our students, academics, staff, and partners to co-create a distinctive learning experience where every learner thrives. LXI consists of seven main units; Educator Development, Student Voice & Change, Learning Development, Learning Design, Experimentation & Innovation; Programme Design & Quality Enhancement, and Educational Policy, Quality & Standards. The teams work alongside and in support of several portfolios focussed on the University’s key strategic aims (Online Education, Education Strategic Delivery, Innovation Piloting and Scaling, and Taught Portfolio) and the priorities of its Faculties (Environment, Science and Economy; Health and Life Sciences; Humanities, Arts and Social Sciences).   
 
LXI is part of the Education and Academic Services (EAS) Division. EAS brings together all the key administration and educational support that underpins the student and educator experience. Alongside LXI this includes Faculty Operations, Sport, Arts and Culture and all elements of Education and Student Support. 

The Programme Design and Quality Enhancement (PDQE) Team offer expert guidance on the entire lifecycle of programme development, amendment, and closure activities. Working closely with other services in the Learning Experiences and Innovation (LXI) Service, PDQE combines portfolio development and design with quality assurance and enhancement to deliver high quality, market-aligned, and efficient taught portfolios. The team work in partnership with Faculties to optimise the development, review, and revision of programmes and modules.  

The post holder will report to the Head of Programme Design and Quality Enhancement.    

Main purpose of the job: 

The Senior Quality Enhancement Advisor will be responsible for leading the delivery of quality assurance and enhancement activities to enable the creation of high-quality Faculty portfolios. The post-holder will provide expert guidance and advice on the application of the University of Exeter policies and procedures that meet sector standards. They will offer proactive solutions to meeting regulations and support Faculties in optimising their taught portfolios. The post-holder will work collaboratively with other members of LXI to develop, implement and ensure the enhancement of the taught portfolio. 

Main duties and accountabilities:
1. Provide expert guidance and advice on university regulations, policies, and procedures to ensure the creation and enhancement of high-quality products that meet sector standards set by the OfS, QAA and relevant PSRBs. 
2. As part of the Programme Design and Quality Enhancement Team, optimise the end-to-end process of the programme and module development, amendment, and closure lifecycles.  
3. Enable and take a leading role in the delivery of core quality assurance and enhancement activities including regular module and programme review and amendment processes. 
4. Take a proactive and solution-based approach to advising Faculties on University of Exeter policy and procedures.
5. Contribute to quality-related projects, by leading operational activities that develop new opportunities for the continuous improvement of programmes and modules, such as the Faculty Programme Enhancement Process (FPEP).
6. Work in partnership with the Education Policy, Quality and Standards team to ensure that policy and identified procedures are effective and support the successful implementation of the Teaching Quality Assurance (TQA) Manual.
7. Ensure the accuracy and reliability of information contained in the University of Exeter systems used to manage quality assurance and enhancement activity.
8. Ensure a co-ordinated approach to quality assurance and enhancement activities takes place, by working in partnership with key professional services teams (e.g., External Engagement and Global, Student Records, and Student Hubs).
9. Work collaboratively with other services in LXI, such as Learning Design, to build high-quality products with pedagogically sound and inclusive learning experiences. 
10. Provide toolkits and training to professional services and academic colleagues regarding programme quality assurance and enhancement activities. 
11. Support in the development and enhancement of university systems which relate to the delivery of programme design and quality enhancement. 
12. Keep abreast of developments in programme design and quality enhancement to ensure the work being undertaken is in line with sector best practice.  
13. Contribute to, and support the work of, relevant boards, committees and working parties, as appropriate.
14. Responsibility for line management and leadership of members of the Programme Design and Quality Enhancement team, as required. 

This job description summarises the main duties and accountabilities of the post and is not comprehensive.  The post-holder may be required to undertake other duties of similar level and responsibility.

Person Specification

	Competency
	Essential
	Desirable

	Attainments/Qualifications
	· Educated to degree level of equivalent
	· Relevant Higher Degree

	Skills and Understanding

	· Understanding of compliance with external regulatory requirements in Higher Education or similar organisations (i.e. Office for Students, Quality Assurance Agency, Professional, Statutory and Regulatory Bodies)
· Effective, clear and concise communication skills
· Ability to plan and organise your own and others’ workloads, set priorities and work to deadlines whilst remaining calm under pressure
· Excellent IT skills 
· Ability to work with people from a wide range of backgrounds
· Ability to lead and motivate others
· Ability to think creatively, innovatively and proactively
· Committed to excellent customer service 
· Ability to offer constructive and enabling solutions to queries and problems
· Knowledge and understanding of the importance of compliance and how this connects to enhancement
	· Knowledge and understanding of the importance of compliance with University of Exeter internal Teaching Quality Assurance (TQA) policy and procedures
· Knowledge and appreciation of the development of University taught portfolios

	Prior Experience

	· Recent, relevant and significant experience of working in Higher Education or similar organisations
· Experience of delivering policy using a supportive and solution-based approach. 
· Significant experience of data collection, analysis and presentation, including report writing
· Significant experience in handling complex processes, tracking progress and reporting on outcomes
· Significant experience of participating in and/or supporting committees
	· Experience of leading and/or contributing	to staff development
· Experience of quality and standards assurance and enhancement in Higher Education
· Experience of quality assurance and enhancement activities that develop University taught portfolios

	Behavioural Characteristics

	· Confidence to diplomatically negotiate and influence 
· Flexible and adaptable
· Integrity and discretion
· Positive outlook and ability to offer constructive and enabling solutions
· Ability to collaborate with a range of stakeholders at differing levels
	


	
Informal Enquiries
Before submitting an application you may wish to discuss the post further by contacting Laura Hayward, Head of Programme Design and Quality Enhancement, l.hayward@exeter.ac.uk 
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