
 
 
 

 

Job Description 
 
This form summarises the purpose of the job and lists its key tasks. It is not a definitive list of all the tasks to 
be undertaken as those can be varied from time to time at the discretion of the School, in consultation with 
the postholder. 
 

 
 

 
 
 
 
 
 
 

 

Job Summary 
About the PhD Academy 
The PhD Academy provides specialist support for postgraduate research (PGR) students throughout their 
time at LSE, from enrolment through to completion and beyond. It serves as a focal point for the PGR 
community, delivering services that support the student experience, academic progression and research 
environment. 
 
The Academy delivers a range of services across the PGR lifecycle, including student records and 
casework, doctoral training partnerships, events and communications, and research partnerships 
management. Through these services, the Academy supports the delivery of the School’s Education and 
Research strategies and contributes to LSE's wider strategic objectives. 
 
The PhD Academy is led by the PhD Academy Director, who provides strategic leadership, and the PhD 
Academy Manager, who leads operational delivery. The Academy operates under a "single team, single 
service" ethos, with teams working collaboratively to deliver an integrated and consistent service for 
students and stakeholders. 
 
About the role 
The PhD Academy Assistant Manager (Casework and Records) leads the Research Degrees 
Management team and reports to the PhD Academy Manager. The role is responsible for the delivery and 
continuous improvement of Research Degrees Management services, including student records, 
casework, examinations, engagement monitoring and governance support. 
The role holder will be a member of the PhD Academy's management team and will: 

• contribute to the strategic planning, delivery and review of PhD Academy services; 

• share responsibility for the effective delivery of Academy operations; 

• help shape the future development of Research Degrees Management services and the wider 
PhD Academy operating model; and 

• deputise for the PhD Academy Manager as required. 
 
The role holder will play a key role in ensuring that Research Degrees Management services remain 
effective, resilient and responsive to changing institutional requirements. Working closely with colleagues 
across the School, they will identify opportunities for service improvement, support operational excellence 
and contribute to a positive experience for students and stakeholders. 
 
 

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

Department/Division: PhD Academy Accountable to: PhD Academy Manager 



 
 
 

 

Duties and Responsibilities  

Line Management 

• Lead and manage the Research Degrees Management team, ensuring effective service delivery, 
staff development and service resilience.  

• Recruit, develop and support staff, setting objectives and fostering a collaborative, high-performing 
team culture.  

• Ensure effective workload planning, service coverage and resource allocation across the team.  

• Promote continuous improvement, capability development and knowledge sharing within the team. 
 
Student Records and Casework 

• Lead the delivery and continuous improvement of Research Degrees Management services.  

• Ensure effective governance, compliance, data quality and records management across the PGR 
student lifecycle.  

• Oversee the management of student casework, directly managing complex or high-risk cases where 
required. 

• Lead the development and review of operational processes, guidance and service documentation.  

• Drive service improvements through the effective use of data, technology, automation and 
stakeholder insight.  

• Ensure the effective delivery of student engagement, compliance, examination and award 
processes.  

• Manage service planning and contribute to the development of efficient, sustainable and resilient 
operations. 

  
Stakeholder engagement 

• Act as a lead operational contact for Research Degrees Management services.  

• Provide expert advice on PGR administration, policy implementation and operational practice.  

• Build effective relationships with departments and professional service divisions to support joined-up 
service delivery.  

• Support the integration of Research Degrees Management services within the School's wider 
operating model.  

• Use stakeholder feedback to inform service development and improvement.  

• Act as an ambassador for the PhD Academy and its services. 
 

Secretariat function 

• Act as secretary to the Research Degrees Sub-Committee and Doctoral Programme Directors' 
Forum.  

• Ensure effective committee administration and support sound governance and decision-making 
processes. 

 
Contribution to PhD Academy leadership 

• Contribute to the strategic planning, delivery and continuous improvement of PhD Academy 
services.  

• Help shape the future operating model and strategic direction of the PhD Academy.  

• Support organisational change, service transformation and operational excellence initiatives.  

• Deputise for the PhD Academy Manager where required.  

• Work collaboratively with colleagues across the PhD Academy to ensure effective and resilient 
service delivery. 

 
General 

• Any other tasks required by the PhD Academy Manager, PhD Academy Director or Research 
Degrees Sub-Committee Chair. 



 
 
 

 

Flexibility 
To deliver services effectively, a degree of flexibility may be required in the duties performed in order to 
meet the exigencies of service. Job roles may also naturally develop over time and ongoing substantial 
changes to a role will be discussed between line managers and their staff, with job descriptions 
updated as and when appropriate.  

Equity, Diversity and Inclusion (EDI) 
LSE is committed to building a diverse, equitable and truly inclusive university. All posts (and post 
holders) will seek to ensure diversity and inclusion, while opposing all forms of unlawful and unfair 
discrimination on the grounds of age, disability, gender identity, marriage and civil partnership, 
pregnancy and maternity, race, nationality, ethnic or national origin, religion or belief, sex and sexual 
orientation, or social and economic background. 

Ethics Code 
Posts (and post holders) are assumed to have a responsibility to act in accordance with the School’s 
Ethics Code and to promote the principles and values that the Code enshrines. The Ethics Code clearly 
states that the whole LSE community, including all staff, students, and governors of LSE, are expected 
to act in accordance with the principles which are set out in the Code. As such you are required to read 
and familiarise yourself with it. The School’s Effective Behaviours Framework is designed to support 
this Code.  It sets out examples for the six behaviours that all staff are expected to demonstrate, these 
can be found on the following link: click here  

Environmental Sustainability 
The post holder is required to minimise environmental impact in the performance of the role, and 
actively contribute to the delivery of the LSE Environmental Policy. 

Free Speech 
The Code of Practice on Free Speech outlines the responsibilities of LSE to protect and promote 
freedom of speech and academic freedom within the law for students, faculty, staff, and visiting 
speakers. It applies to all activities on LSE premises and those conducted in the name of the School or 
LSE Students’ Union at any location. The Code confirms that LSE does not take formal positions on 
political or international issues but provides a platform for critical debate within the law, taking account 
of the various legislative requirements and the context provided by policies and procedures. 
Procedures are set out in the Code on how events must be arranged and conducted. 

 

https://info.lse.ac.uk/staff/divisions/Human-Resources/Assets/Internal/staff/OL/Effective-Behaviours-Framework.pdf
https://info.lse.ac.uk/staff/services/Policies-and-procedures/Assets/Documents/Code-of-Practice-on-Free-Speech.pdf

