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Person Specification

This form lists the essential and desirable requirements needed in order to do the job.

Applicants will be shortlisted solely on the extent to which they meet these requirements.

Job title: PhD Academy Assistant Manager (Casework and Records)

Department/Division: PhD Academy Accountable to: PhD Academy Manager
Competency Criteria Essential/
Desirable
Knowledge and Educated to degree level or equivalent relevant experience E
Experience
Experience of delivering services within a higher education E
administration environment
Experience of managing student records in SITS E
Experience of managing casework or complex administrative E
processes
Experience of supervising or managing staff E
Experience of maintaining data quality and using management E
information to support operational decision-making
Experience of reviewing and improving services, processes or D
ways of working
Experience of supporting committees, governance processes or D
formal decision-making bodies
Experience of using automation, reporting or digital tools to D
improve service delivery
Communication and Ability to communicate complex information clearly and E
stakeholder appropriately to a range of audiences, both orally and in writing
engagement
Ability to prepare reports, management information and written E
briefings



Teamwork and
motivation

Planning and
Organising Resources

Service delivery and
improvement
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Ability to communicate effectively and sensitively with students
and other stakeholders, resolving issues in a constructive and
professional manner

Ability to influence stakeholders and build effective working
relationships across organisational boundaries

Ability to lead, support and develop staff within a collaborative
team environment

Ability to coordinate activity across teams and contribute to the
delivery of shared objectives

Ability to plan, prioritise and manage competing demands,
ensuring effective use of resources and delivery to deadlines

Ability to exercise judgement, work independently and determine
appropriate priorities and escalation routes

Ability to interpret and apply regulations, policies and
procedures, exercising sound judgement in complex or sensitive
situations

Ability to analyse information and data to support decision-
making, service delivery and continuous improvement

Ability to make constructive recommendations that contribute to
service development and operational effectiveness

E - Essential: requirements without which the job could not be done.
D — Desirable: requirements that would enable the candidate to perform the job well.



