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	Job Title
	Graduate School Manager (12 month fixed term)

	Department
	Research and Graduate School Hub

	Responsible To
	Dean of Research and Innovation

	Responsible For
	Research Programme Officers (3)

	Grade
	G7, FTE 0.6

	Location
	By agreement

	Job Objective

	
To provide continuity and operational leadership for the Graduate School during the maternity leave of the substantive postholder, while leading the implementation of the new version of the PGR Manager system—a critical strategic project for UHI. The role will ensure high-quality postgraduate research provision, compliance with regulations, and an excellent student and supervisor experience. The postholder will manage the Graduate School team, oversee delivery of core processes, and drive successful adoption of the new PGR system.




	Key Duties & Responsibilities

	
Strategic leadership & governance
· Communicate and deliver the Graduate School Action Plan for 2025/26 aligned to institutional objectives and regulatory requirements. Engage with the Annual Quality Monitoring dialogue in collaboration with the Head of Postgraduate Researcher Development.
· Provide visible leadership of the Graduate School, modelling a culture of inclusion, service excellence, continuous improvement, and evidence-based decision making.
· Lead the Graduate School management team and attend internal working groups/committees as required.
· Contribute to university governance through relevant committees, boards and cross-institutional initiatives, collaborating closely with the Dean of Student Research & Innovation, the Head of Postgraduate Researcher Development and the Deputy Principal (Research).

Policy & programme development
· Implement policies, regulations and codes of practice for PGR provision; ensure annual review, alignment with sector standards and effective implementation across the partnership.
· Assure the delivery of the Graduate School’s training and development programme for PGR students and supervisors, ensuring coherence, accessibility and impact.
· Oversee PGR recruitment, admissions, induction, progression, examination and completion, reducing barriers and improving outcomes.

Financial & resource management
· In collaboration with the Senior Management Accountant, hold overall responsibility for Graduate School budgets, including planning, forecasting, monitoring and reporting, ensuring value for money and transparent allocation of resources.
· Oversee the annual PGR fee schedule and contribute to institutional fees policy as required.
· Manage external funding routes (e.g. doctoral training partnerships and scholarships) in partnership with academic leads.
· Exercise delegated authority for expenditure approvals within university financial regulations for Graduate School activities.

Digital, data & technology implementation
· Responsible for oversight of Graduate School digital systems and data (e.g. SITS, PGR Manager, learning platforms).
· This fixed-term position combines operational continuity with strategic responsibility for implementing the new PGR Manager system—a project with university-wide impact.

External liaison & sector engagement
· Administrative lead with doctoral training partnerships and UKRI.
· Engage proactively with external networks to scan the horizon, benchmark performance and bring sector best practice into UHI policies and programmes.

People leadership
· Provide line management to the team, setting objectives and supporting development and wellbeing.
· Maintain a high-performing, collaborative team culture with clear roles, service standards and continuous professional development for staff.
· Champion equality, diversity and inclusion and ensure a positive, student-centred service ethos across the Graduate School.

Compliance, assurance & risk
· Hold strategic accountability for compliance with relevant regulations and requirements (e.g. research degree regulations, UKVI, HESA/Statutory Returns, funder conditions, updates to the UKRI Studentship Data Service), ensuring appropriate controls and expert advice are in place.
· Ensure that external and internal audits, reviews and inspections are well-prepared and responded to.

Relationship management & shared strategic tasks
· Work collaboratively with the Head of Postgraduate Researcher Development and senior leaders on cross-university strategic projects as appropriate.
· Foster effective partnership working across Academic Partners and Professional Services to deliver joined-up PGR services.
· Act as an ambassador for the Graduate School, providing authoritative advice and insight to senior stakeholders.

Reporting & communications
· Provide regular reports, analyses and recommendations to the Research Degrees Committee, Graduate School Committee and senior governance.
· Ensure clear, accurate and current information for all stakeholders via web, SharePoint and student platforms, with consistent messaging and guidance.

General duties
· Participate in the university’s performance and development review procedure and lead by example in staff development.
· Take due care of yourself and others in respect of health, safety and wellbeing; promote a culture of safe and sustainable working.
· Undertake training identified as necessary for the role, including leadership, digital systems and regulatory compliance.
· Undertake such other duties, temporarily or on a continuing basis, as may reasonably be required and commensurate with the grade.
· Contribute to UHI’s climate, biodiversity and sustainability goals, including net-zero by 2040.


	
This is a description of the job as it is presently constituted. It is normal practice to periodically review job descriptions to ensure that they are relevant to the job currently being performed, and to incorporate any changes which have occurred or are being proposed. The review process is carried out jointly by the line manager and employee and you are therefore expected to participate fully in such discussions. In all cases, it is the university’s aim to reach agreement to reasonable changes, but where it is not possible to reach agreement the university reserves the right to make reasonable changes to your job description which are commensurate with your grade after consultation with you.
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