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Job Description

Job title:
ob title Faculty Teaching & Learning Operations Assistant
Faculty: Faculty of Business & Law
Job type: Professional Services
Grade:

4

Accountable to: Faculty Teaching & Learning Operations Manager/Faculty

Teaching & Learning Operations Senior Officer

Accountable for:

Not applicable

Purpose of the Post

Teaching & Learning administration at Royal Holloway is delivered through a central Student
Administration Team and three Teaching & Learning Operations Teams based in each of the
three Faculties. The teams are all part of the Student Administration Directorate, which is part
of the wider Student Journey Division which is focused on delivering an excellent student and
staff experience by developing and delivering effective and efficient services and support.

The Teaching & Learning Operations Assistant will undertake a variety of tasks under the
which support the delivery of Teaching and Learning in the Faculty and Departments within it.
They will be expected to work closely with academic colleagues as well as those across
professional services areas.

Key Tasks

Support Teaching Learning operations and administrative processes, working under the
Teaching & Learning Operations Manager and with the rest of the Teaching & Learning
Operations team.

The key responsibilities will include:

e Supporting the delivery of the Teaching & Learning administrative lifecycle.

e Delivering excellent customer service to students, staff and other stakeholders.

¢ Developing effective working relationships with colleagues, sharing good practice and
increasing knowledge and understanding across different areas.

e Understand and operate effectively within the University policies and external legislation in
in particular relating to Data Protection and Freedom of Information.

Specific duties may include:
e Undertaking academic timetabling and module registrations processes.

o Assisting with assessment and exams processes, particularly through managing
assessment submissions.




e Assisting with results and graduation processes, including the recording of marks.

e Administering student records processes, including the maintenance of data on the Student
Record System and associated systems.

e Administering recruitment and admissions processes, such as supporting recruitment
events and admissions processes.

¢ Undertaking wellbeing and student support processes, for example assisting with the
provision of first line pastoral support to students and referral to Personal Tutors and central
support services, as appropriate.

o Assisting with academic investigations processes, such as requests for information and
action in relation to academic investigations.

e Servicing committees and meetings in relation to Teaching and Learning activity.

¢ Responding to enquiries and requests for information from students and external
stakeholders.

Our Values

Advancing equity and inclusion is central to our identity as a University of Social Purpose,
guided by our values of being Respectful, Innovative, Open, and Daring. We strive to build a
fair and inclusive environment for all colleagues and students, where we challenge ourselves
and others with integrity, and approach difference with understanding and kindness. Every
member of our community is expected to treat others with dignity, work collaboratively across a
wide range of backgrounds and perspectives, and contribute to a place where everyone can
participate fully and feel valued.

Other Duties

The duties listed are not exhaustive above may be varied from time to time as dictated by the
changing needs of the University. The post holder will also be expected to undertake additional
duties as appropriate and as requested by their manager.

All members of Student Administration are expected to assist with Directorate, Divisional and
University Events, which may include Confirmation and Clearing, Welcome Week, University
Examinations and Graduation.

Although the role will be based in a single unit, if the need arises, they may be required to
assist and provide cover in another unit, as required, in order to ensure that an outstanding
level of service is maintained across the University.

The post holder may be required to work at any of the locations at which the business of Royal
Holloway is conducted.




Person Specification

Job Title: Faculty Teaching & Learning Operations

) Department: Student Administration
Assistant

Criteria Essential Desirable

Knowledge, Education, Qualifications and Training

Educated to GCSE level including Maths and English or
equivalent qualifications/experience

Knowledge and understanding of the HE sector and
student life cycle

Knowledge of Student Record Systems X

Skills and Abilities

Good organisation skills and a proven ability to meet to
deadlines

Good IT skills including an ability to learn new systems X

Excellent interpersonal skills with experience of working
as part of team and supporting colleagues

Ability to work methodically with a high level of attention
to detail.

Experience

Experience of working collaboratively with individuals
across multiple teams

Experience of working alone and using initiative X

Experience of providing customer service X

Other requirements

A commitment to self-improvement and personal
development.

Ability to work occasional weekends or late evenings and
travel to events and other external activities as required.




