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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.



	Competency


	Criteria


	E/D

	Knowledge and experience
	Significant work experience in a registry role or similar, demonstrating development through a series of progressively more demanding roles
Experience of working in a fast-paced, customer focused, administrative environment
Excellent IT skills – Microsoft Office Suite
Knowledge of, or willingness to learn, educational learning tools (such as Moodle, digital readings), and grading systems
Educated to a degree level or equivalent
Previous experience within Higher Education
Knowledge of, or willingness to learn, SITS student records management system

Experience or interest in managing IT systems as a client, and advising others on their application and providing first line advice and guidance to colleagues

Experience of working with people from International cultures and backgrounds
Prior experience supporting a Board or Committee with meeting documents and minutes 
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E

E

E

E
D

D
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	Communication
	Excellent verbal and written skills and the ability to communicate effectively and confidently at all levels
Ability to quickly understand complex information; and to convey it effectively to a wide variety of audiences
High attention to detail to prepare and/or proofread academic materials
Experience of working with confidential information that requires discretion

	E
E
E
D


	Planning and organising resources
	Evidence of planning and organising own workload
Ability to effectively maintain records electronically and on paper
Ability to be able to determine when it is appropriate to change workload priorities

	E
E
E



Ability to contribute actively to a team as well as work independently

	Ability to work with minimum supervision using own initiative
Ability to maintain motivation and commitment to high service levels during busy seasons, and playing a critical role as part of the Programme and Operations Team in support of graduation and the program launch, contributing to the successful delivery of the London module

	E
E
E
	

	Service Delivery
	Experience of ensuring that a high level of customer service is delivered effectively
Excellent attention to detail and a high level of accuracy in all areas of work
Ability to consistently deliver key tasks to a high and accurate standard
	E
E

E

	Initiative and problem solving
	Experience responding independently to unforeseen problems and situations

Ability to make constructive recommendations to managers and use initiative to solve day-to-day problems with flexibility, timeliness, and sensitivity

Ability to recognise when a problem should be referred/escalated
	E
E

E

	Liaison and networking
	Ability to liaise with internal and external contacts to ensure a high quality of service

	E


	Analysis and Research
	Ability to research a problem to find a solution

	E


E – Essential: requirements without which the job could not be done.

D – Desirable: requirements that would enable the candidate to perform the job well.
Job title: TRIUM Registry Manager 








Department/Division: TRIUM Programme, Department of Management


Accountable to: TRIUM Head of Operations and Programme Delivery











