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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

	
	

	
	

	Criteria
	Essential
	Desirable

	Qualifications
	Qualified to degree level, or demonstrable equivalent experience.
	Postgraduate qualification and/or appropriate professional qualification.

	Experience
	Experience in managing operations within HE or research administration.
Line management experience.


	Budget monitoring.

Postgraduate research administration.

Implementation of new technologies.

	Knowledge and skills
	Understanding of PGR processes.
Strong organisational and project management skills.
High level of competency in the use of appropriate software, including databases, spreadsheets and data analysis applications.

Ability to present information accurately in written and oral forms and to produce reports and papers for a variety of purposes.

Excellent communication skills.


	Experience of using and enhancing the PGR Manager or similar PGR student administrative platform.
Knowledge of SITS student records system.

Awareness of sector standards for PGR provision.

	Personal qualities
	Able to organise multiple tasks with attention to detail and to work to a consistency high standard.
Ability to work effectively on own initiative on self-directed tasks, but also able to work effectively as part of a team.

Collaborative leader.

Ability to build and maintain good relationships with staff and students, as well as external bodies.
	

	Other circumstances
	
	Knowledge of, or interest in, Gaelic language and culture.
Commitment to support the achievement of UHI's Sustainability Policy and Strategy 2023-30 objectives.
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