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	JOB DESCRIPTION 



	JOB TITLE
	Registry Officer

	REPORTING LINE
	Academic Registrar
Registry Team Leader

	KEY INTERNAL CONTACTS
	· Academic Registrar

· Head of Quality and Registry

· EOO Officer

· Dean

· Head of Education Operations

· Director of Studies 
· iCentre Supervisor
· Engagement Manager

	KEY EXTERNAL CONTACTS
	· UGM Partnership Team
· UGM Link Tutors
· External Examiners

	OVERALL JOB PURPOSE
	· To ensure student records are accurately processed and maintained

	KEY RESPONSIBILITIES
	· Process first student results on SIMs and evision

· Process post DRM and Progression Board Decisions
· Schedule study plans provided by the DOS team
· Process change of course requests

· Apply AO penalties to student marks

· Apply approved Mit-Circs to student marks

· Respond to student grade queries

· Enrol students on to the correct modules 

· Process change to marks forms

· Monitor and accurate process marks from students on maternity and mental health and wellbeing plans

· Work with the Head of Student Success to process Withdrawal and Suspension forms

· Work with the Head of Student Success and the Student Finance Officer to report accurate LDE dates

· Provide performance data for the Faculty Board

· Provide continuation data for the Faculty Board

· Provide student support data for the Faculty Board

· Work with the Academic Registrar to monitor B3 performance metrics

· To ensure SIMs and iReports student performance data is accurately reconciled with UGM Partner Reports

· To ensure SIMs and iReports student status records are accurate reconciled with UGM Partner Reports
· To have knowledge of and support colleagues in other administrative tasks

· Assist with the delivery of UGM Manchester events

· Assist with any related tasks as might be reasonably expected

	KEY PERFORMANCE INDICATORS
	· Effective management of student records
· Effective support of professional services team
· Timely and accurate completion of key tasks

	QUALIFICATION REQUIREMENTS
	ESSENTIAL

· Competent Microsoft Office user
DESIRABLE
· First Aid trained
· Degree-level education

	EXPERIENCE REQUIREMENTS
	ESSENTIAL

· Extensive office administration experience 

· Record keeping experience
DESIRABLE

· Experience managing student records

· Reconciling data experience 



	KNOWLEDGE/SKILLS/ BEHAVIOURS
	ESSENTIAL

· Excellent Microsoft Excel skills
· Excellent written skills

· Adaptable

· Proactive

· Maintain confidentially

· Excellent analytical skills
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