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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.



	About TRIUM:

· TRIUM www.triumemba.org is a Global Executive MBA programme run jointly by LSE, New York University Stern School of Business and HEC Paris that integrates international economic, political and social policy into the business curriculum through the participation of LSE. TRIUM was the first programme LSE has developed and run jointly with other institutions outside the University of London.  

· The programme is comprised of six intensive, intellectually rigorous educational modules, hosted at NYU Stern, LSE and HEC Paris, as well as at two additional international locales, currently held in Silicon Valley, USA and Shanghai, China. 

· Executives earn their degree in just 17 months, taking six trips which results in 10 weeks away from the office during this time period. Graduates of the TRIUM programme earn a single MBA degree issued jointly by NYU Stern, LSE and HEC Paris.


Job Summary:

· To own and manage TRIUM Registry operations, including but not limited to grades, transcripts, academic progression, and upholding academic policy, in support of the Academic Dean
· To process and ensure completion of student cases of academic misconduct 

· To manage the development and maintenance of TRIUM academic policy

· To ensure a consistent and high service level across all six modules, supporting the programme teams at LSE, HEC and NYU Stern on matters related to student academic progression or otherwise as required

· To be responsible for the design, development and maintenance of the virtual learning environment for all modules and to organise training to programme faculty and staff as required

· To support the work of the Academic Dean, Executive Director and the Head of Operations and Programme Delivery in all aspects of their administration of the TRIUM programme, with a focus on matters related to academic progression and academic policy

· In addition to the core registry responsibilities, this person will also serve as the Systems POC and will manage TRIUM systems
· This position in London based. However, short travel (less than five days a year) might be required based on business needs



	Duties and Responsibilities 

	Registry Responsibilities:

· To lead and deliver the overall grading processes, and to develop and manage the TRIUM grading system 

· To coordinate the collation of all grade information, ensuring it meets TRIUM academic standards and providing grades to the students for all modules by agreed deadlines

· To maintain accurate records of student information and to ensure that the LSE, NYU and HEC Academic Registrars have correct TRIUM records

· To oversee student progression through the TRIUM programme

· To oversee processing of student misconduct cases, drafting official correspondence in liaison with the TRIUM Relationship Manager, Academic Dean, Executive Director and Head of Operations and Programme Delivery as required, and tracking all cases to completion

· To manage the student evaluation process for all modules and the exit survey, and to compile reports for the Academic Dean

· To coordinate and support the annual Academic Committee schedule, including planning meeting schedule, preparing required materials, taking minutes, and creating action schedules

· To provide registry and operational support in the preparation and execution phases of Graduation and Module 1, which generally takes place over a two week period in September. Weekend and evening work should be expected during this time.

· To produce and coordinate student transcripts

· To manage the annual Exam Board process, including creating the report, ensuring accuracy throughout, attending the meeting (depending on location), taking notes, and documenting and executing follow up as appropriate, in order to support TRIUM graduation and academic progression

· To prepare the LSE External Examiners reports in compliance with academic standards 

· To write own correspondence maintaining a critical eye to accuracy, and circulate documentation as required

· To maintain records on TRIUM faculty and modules 

· To assist the Academic Dean and Executive Director in document preparation for the annual Heads of School meeting

· To assist with programme accreditation reviews and provision of information as required

· To carry out any other responsibilities assigned by the Head of Operations and Programme Delivery in support of the program

· To monitoring and review registry service objectives and standards, proposing improvements in discussion with senior staff

· To provide immediate support on registry issues raised by students, colleagues, and other stakeholders, and filtering problems referred to senior management

· To liaise with LSE executive programs and the broader LSE registry community to keep TRIUM practices current and ensure the highest level of registry functionality for both internal and external stakeholders
· To coordinate annual rankings data collection in support of the Head of Operations and Program Delivery and the Executive Director 

· To coordinate the maintenance of effective office filing and records systems on the Contents Record Management System (CRM)
Academic Policy Responsibilities:

· To lead on the development and maintenance of Internal Academic Guidelines covering all academic policies, including grading, penalties, student misconduct, course revalidation and course change approval

· To lead on implementation of academic policy, advising and assisting colleagues, students and others on processes or systems and ensuring any changes are successfully implemented
· To apply a detailed understanding of established program procedures, combined with the use of initiative and good judgement, to resolve problems
· To contribute to Academic Committee meetings with information on precedent and academic policy

· To lead on the TRIUM Student Handbook production, recommend policy changes where necessary, and liaise with the Academic Dean and Committee on proposed changes

Customer Service Responsibilities:

· To deliver excellent customer service to all programme stakeholders – e.g. timely responses to all email or phone queries from internal and external stakeholders, proactively finding solutions to problems or issues as they arise and ensuring service quality levels 

· To provide accurate information to the TRIUM community on all academic matters

· To liaise, as required, with members of staff at other alliance institutions
· To maintain consistency of the student academic experience by creating procedures and policies in line with individual school regulations
· To be the first point of contact for registry matters for the Academic Committee, students and faculty
· To manage the TRIUM programme mailbox and respond to emails in a timely manner
· To ensure discretion and confidentiality of student cases at all times

Systems Responsibilities:

· To lead in the design and maintenance of the TRIUM programme courses on the virtual learning environment, Moodle, and recommend and manage implementation of improvements

· To undertake systems projects on behalf of the TRIUM programme, e.g. optimising TRIUM inclusion in SITS, integrating TRIUM’s use of Salesforce, Moodle, and other TRIUM systems to create an overall Systems strategy, in support of the Head of Operations and Programme Delivery

· To serve as the TRIUM lead in Education Technology, maintaining systems, investigating new technologies and recommending new initiatives to execute TRIUM’s digital strategy

· To serve as the TRIUM representative and contribute to larger, department and school-wide project teams related to systems and registry functions as they arise, e.g. executive education SITS integration
· To ensure that programme coherence and brand quality is maintained across all modules within the distance learning platform 
· To be the main contact person for all questions related to the distance learning platforms and webinars for members of the TRIUM team as well as faculty and administrators from other partner and host institutions

· To manage and maintain TRIUM web-based software, including but not limited to:

· updating security certificates 

· supporting staff with technical questions 

· organising contracts and payments to third party suppliers

· To liaise with third party systems suppliers, e.g. Salesforce, to ensure the software meets the requirements for staff and the TRIUM program

· To manage the TRIUM email forwarding system

· To ensure that the program coherence across all modules, and brand quality, is maintained within the virtual learning environment 
· To be the contact person for all questions related to the virtual learning environment for members of the TRIUM team as well as faculty and administrators from other partner and host institutions, and provide training where required. 
Financial Responsibilities:

To manage systems projects within budget as required

	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. 
Specifically, this role will work closely with the TRIUM Program Manager and provide support during Graduation and Module 1, which generally occurs during the first two to three weeks of September. Evening and weekend work should be expected during this time.

	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.


Job title: TRIUM Registry Manager	 





Department/Division: TRIUM Programme, Department of Management


Accountable to: TRIUM Head of Operations and Programme Delivery











