

University of Sunderland 
Role profile 

Job title:
Quality Coordinator

Grade:
D

Department:
Quality, Academic Registry & Governance

Location:
Sunderland Campuses

Reports to:
Quality Manager

Working hours:
37 hours per week
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The role: 
As Quality Coordinator, you'll play a key role in the Quality Team, providing high quality professional support to Quality team members, faculty stakeholders and other professional services within the University. You’ll collaborate closely with Quality team members to deliver high-quality customer service for the Academic Registry & Governance department at all times.
You’ll be responsible for providing a professional support service to academic and programme teams; coordinating and supporting members of the Quality team. 
The responsibilities:
· General Responsibilities;
· Supervise the work of Quality Senior Administrators on a day-to-day basis, in consultation with the Quality Managers.
· Act as the key contact point to coordinate and support the delivery of all activities associated with Quality activity in accordance with institutional and relevant professional and regulatory body policies. 
· Maintain, evaluate, develop and monitor processes and procedures that support all areas of quality support; suggest and implement improvements 
· Take the lead on giving advice on a wide range of enquires
· Keep abreast of internal and external developments, including those of the Office for Students and the Quality Assurance Agency 
· Coordinate aspects of quality support, including the implementation, review and continuous improvement of related processes and systems  
· Provide subject matter input for task and finish groups, working collaboratively with internal and external stakeholders
· Line management of Quality Team members
· To support working groups, committees or sub-committees as required. In all cases post-holders will be expected to provide a proactive and professional service to committee members and other interested parties.

· Programme and Partner Approval
This will include, but is not exclusive to: 
· Managing the Quality events schedule, ensuring that the schedule is up to date  
· Preparing reports on the progress of programme approval and partner approval, for the Quality Team to inform reports to Academic Board, and relevant committees
· Acting as Officer to straightforward programme and partner approval panels

· Partner Modification activity
This will include, but is not exclusive to: 
· Liaising with faculty, International Office and committee officers to complete partner modification paperwork and feed proposals through the approval process
· Working with partner contacts and UoS contacts to fulfil partner modification actions
· Drafting and issuing updated contract documents 
· Communicating with stakeholders by email and sending official communications at key parts of the approval process

· Articulation Agreements; responsible for timelines and coordination of this quality process relating to UK partners

· External Examining; 
To be responsible for oversight of the external examining process including, but not exclusive to: 
· Co-ordinating the approval of new external examiners through the relevant committee
· Organising the annual induction process for new external examiners, including ensuring that online induction materials remain current and relevant, and coordinating arrangements for the induction webinar 
· Production of the annual overview reports for the University committees and following up on committee actions from the overview reports 
· Oversight of the process to ensure that all external examiner reports are published effectively

· Data and Management Information
To be responsible for gathering data and management information in support of approval and review activity including: 
· Liaising with Planning-MI to ensure that data sets can be provided to Programme and Partner meetings and panels that are current and relevant and meet University KPIs 
· Providing information to panels in accessible formats that can be easily understood
· Engaging in and undertaking project work for data and information management systems, process and policy review 

· Curriculum Modifications
To be responsible for the oversight of the curriculum modifications process, including, but not exclusive to: 
· Overseeing the work of the Quality Senior Administrators in relation to curriculum modifications to balance workloads and meet deadlines 
· Leading on the committee approval process for curriculum modifications to programmes and modules 
· Providing overview reports on curriculum modifications to the University committees. 

· Operations Manuals / Programme Handbooks
To be responsible for the review of operations manuals and handbooks including: 
· Proactively liaising with the Quality team, wider Academic Registry & Governance teams, faculties, and services to ensure that information and reference points are up to date and accurate
· Disseminate manuals to collaborative partners 
· Act effectively as the key point of contact for operations manuals for collaborative partners  
· Work with Quality Managers to develop new manuals where new or varied models of collaboration are agreed.  

· Other; Undertake duties commensurate with the grade as determined by the Head of Quality

Special circumstances:
Flexibility in relation to working arrangements is essential. Occasional out of hours working will be required as the role holder will be expected to work additional hours at peak times of the year and may have to undertake UK and international travel as necessary. Annual leave may be restricted at certain times of the year.

The benefits:
At The University of Sunderland, we are committed to creating a work environment where you can truly thrive. We recognise that our success is built on the dedication and talent of our people, which is why we have developed a benefits package designed to support you in every aspect of your life.

From generous annual leave and enhanced pay for important life events like maternity, paternity, or adoption, to flexible work options that help you balance life’s demands, we’ve got you covered. Our benefits also include access to our award-winning staff support networks, confidential employee assistance, discounts on major retail brands, leisure activities, travel to work, and more.

At Sunderland, we’re not just offering a job, we’re offering a place where you can grow, connect, and feel truly valued.


Who we’re looking for
Your qualifications include:
· Educated to degree level or equivalent relevant qualification or substantial relevant experience and expertise
· Professional qualification in a relevant area (desirable)

Your experience includes:
· Successful work in a customer-focused service environment
· Knowledge and experience of the use and interrogation of database systems 
· Ability to develop and enhance systems and processes, and experience of using technology to do so
· Excellent level of digital and oral communication skills
· Knowledge and experience of Quality Management within the HE Sector (desirable)
· Experience of supporting committees to a professional standard (desirable)
· Experience of successfully supervising staff (desirable)
· Experience of the use and interrogation of database systems, such as the University’s student records system, SITS, and the ability to use such a system to extract data for reporting purposes (desirable) 

What we’re looking for
Your expertise includes:
· Building strong relationships
· The confidence to challenge in the right area at the right time
· Accurate written communication and high attention to detail
· Use of initiative and the ability to work without direct supervision
· The ability to use experience and judgement to find creative solutions to complex problems
· Oral & written communication; the ability to communicate information clearly, in addition to the ability to interpret complex information or processes and determine how best to convey information to others
· Teamwork and motivation; appropriate delegation of work ensuring clear task objectives are set, and motivation of team members to complete work
· Liaison and networking; participating in networks both internally and externally, ensuring the dissemination of information in the right format to relevant contacts at the right time and undertaking active collaboration to pursue a shared interest
· Service delivery; working in a prompt and responsive manner responding to requests for service or information or referring to the relevant contact. Proactively seeking to explore and understand customers’ needs and adapting the service accordingly where possible
· Decision making processes and outcomes; the confidence to make low impact, individual decisions and contribute to the moderate-impact decision making process of others
· Planning and organising resources; the ability to organise the work and resources of yourself and others to reach agreed objectives, including small project planning and management









[image: A black background with a black square]


Culture Framework:
Our Culture Framework presents the way we do things at the University of Sunderland. It is a living document of our culture. It supports how we apply ourselves at work and it helps with our approach to making decisions and working with each other. 

It is woven into all our people policies and procedures, supporting how colleagues are managed, recognised, and developed. Our values are our shared principles as an institution. We undertake actions to make them come to life. If you decide that a career with us is perfect for you, then these principles will lead and motivate your work every single day.
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INCLUSIVE
We celebrate our diverse culture where everyone's contribution is welcomed and valued.

What role models do:
RESPECTFUL - Understand differences & respect Individuality
AUTHENTIC - Strive for honest & genuine interactions
DIVERSITY CHAMPIONS - Invite & listen to the views & opinions of others
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INSPIRING
We will provide an inspiring, enterprising, and empowering experience for our students and staff.

What role models do:
ENTHUSIASTIC - Bring pride to the work we do, championing the work of others and our University
ENCOURAGING - Motivate & support others through meaningful feedback
LIFE-LONG LEARNERS - Continually seek opportunities to develop & share learning with others
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INNOVATIVE 
We value people for their creativity and update our knowledge and practice to enhance the student experience and improve our institutional performance.

What role models do:
CREATIVE - Look inside & outside of the University for inspiration
CURIOUS - Open to ideas, asking questions & challenging respectfully
SOLUTIONS FINDERS - Look for ways to continually improve & taking risks to make it happen


[image: A pink cup and a pink cup on a black background]
COLLABORATIVE 
We work together as a community with our partners and build lasting relationships to achieve our shared ambition.

What role models do:
ACCOUNTABLE - Take ownership of our own work and our impact on others
COMMITTED - Share information and knowledge with others
RELATIONSHIP BUILDERS - Work effectively in our own teams but also involve others outside of our immediate teams or the University
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EXCELLENT
We strive for EXCELLENCE in all that we do in teaching, learning, research and knowledge exchange, as well as in the services we provide to students and to each other.

To enable us to be excellent, we seek to act in ways that are INCLUSIVE, INSPIRING, INNOVATIVE & COLLABORATIVE.
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