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POST:  

  

Assessments Manager  

DIVISION / DEPT:  

  

Division of Education / Registry  

TYPE:  

  

Full-time  

GRADE:  

  

PSP 5  

RESPONSIBLE TO:  Head of Student Records  

  

RESPONSIBLE FOR:  Assessments Administrator  

  

 
  

JOB DESCRIPTION  

  

Job Purpose  

  
The Assessments Manager is responsible to the Head of Student Records for the delivery of Registry 

services in relation to the School’s face-to-face assessments and examinations. They are responsible for 

the management of the School’s face-to-face Postgraduate Taught (PGT) and Postgraduate Research 

(PGR) assessments and examinations and the production of transcripts and certificates for PGR, PGT and 

Continuing Professional Development Short Courses.   

  

The postholder will provide leadership and management for a small team within the Registry, support the 

review and implementation of School regulations, policies and procedures, oversee the processing and 

publication of results and academic transcripts and support the preparation and operation of School Boards 

of Examiners.  

  

  

DUTIES & RESPONSIBILITIES  

  

  

1. STAFF MANAGEMENT & LEADERSHIP  

  

1.1  Line management and leadership of the Assessments Team, to include recruitment and induction, 

appraisal, training and development and performance management.  

    

1.2 Managing the Assessment team’s workload on a day-to day-basis, ensuring completion of tasks to 

required timescales and quality.  

  

1.3  Acting as a role model regarding ethical and exemplary behaviour and establishing a culture of team 

work and cooperation within the Assessments team and wider Registry service.  

  

1.4  Contributing to service performance improvement, developing appropriate improvement plans and 

Service Level Agreements, offering solutions and taking the lead on identified areas.  

  

1.5  Contributing to the strategic planning of assessments projects, identifying potential impacts on other 

Registry services, the wider organisation and resource requirements.  
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2. CUSTOMER SERVICE AND ADVICE  

  

2.1  Establishing and maintaining positive working relationships with a diverse range of internal and 

external stakeholders at all levels.  

  

2.2  Participating in internal and external working groups/projects, services and initiatives, providing 

information, advice and expertise as required.  

  

2.3  Ensuring that the team responds promptly and proactively to enquiries in person or by email, letter 

and telephone, providing accurate information to students, staff and external stakeholders or referring 

enquiries to the relevant person/department.  

  

2.4  Presenting information and explaining highly complex issues to a wide range of internal and external 

stakeholders.  

  

2.5  Providing and receiving sensitive or contentious information, which will require negotiating/influencing 

skills to secure an appropriate outcome.   

  

2.6  Providing timely and accurate information, analysis and reporting in a suitable format for target 

audiences, to enable decision-making.  

  

  

3. ASSESSMENTS AND EXAMINATIONS   

  

3.1  Maintaining an up-to-date knowledge of relevant School and University regulations, policies and 

procedures, ensuring compliance by staff and students and taking action on any irregularities as 

appropriate.  

  

3.2  Providing advice and guidance to staff, students and other stakeholders on regulations, policies and 

procedures and ensuring these are maintained on the School website.  

  

3.3  Ensure that appropriate examination accommodation is available for the School’s assessments, 

sourcing alternative venues as appropriate under direction of the Head of Student Records  

  

3.4  Coordinating and managing all arrangements in respect of the School’s main examinations and resit 

examinations.  

  

3.5 Overseeing the processing of examination entry forms and the production of admissions notices in a 

timely fashion  

  

3.6  Collating special examination arrangements for students including those sitting examinations 

overseas and ensuring that adjustments are clearly provided to students and invigilators.  

  

3.7  Ensuring the accurate recording of all assessment data SITS and the timely and accurate production 

of results, award lists, academic transcripts and certificates as required.  

  

3.8  Arranging for the award and timely despatch of prize certificates and medals.  

  

3.9  Providing support for School Boards of Examiners, including providing assistance for the appointment 

of new members and ensuring that membership of Boards of Examiners is up to date.  

  

3.10 Attending School Boards of Examiners to advise on School regulations and marking schemes and to 

ensure that these are followed.  

  

3.11 Managing and providing advice on the assessment process for Research Degrees, ensuring the  

timely payment of research degree External Examiners’ fees and expenses.  
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3.12 Recruitment and training of invigilators for School assessments, including the Chief Invigilators, 

ensuring that they are provided with all the relevant information and support prior to the examinations.  

   

4. STUDENT RECORDS  

  

4.1  Maintaining an up-to-date knowledge of the School’s Credit Accumulation Management System 

(CAMS) and Research Degree processes and procedures in SITS.  

  

4.2  Compiling assessment-related statistics and data for the Head of Student Records, Head of Registry 

and School committees as requested.  

  

 

4.4 Acting as secretary to committees, including the Assessment Irregularity Committee and the 

Extenuating Circumstances Committee.  

  

4.5  Contributing to reviews and development of existing information management systems, policies and 

procedures.  

 

 

 

5. ACADEMIC APPEALS 

 

5.1  Administering assessment-related student appeals and complaints on behalf of the Head of Registry, 

 and becoming expert in all relevant regulations and ensuring that all regulatory timescales are met. 

 

5.2 In concert with the Head of Registry and the Head of Student Records, making recommendations on 

the actions required and drafting responses on behalf of senior management, including OIA Completion of 

Procedures letters.  

 

5.3 Contributing to the preparation and submission of management information as required, as well as 

documents and reports to external agencies and government departments (e.g. OIA), 

  

  

5. ANY OTHER DUTIES  

  

5.1  Registering new and continuing students and checking their eligibility to register and participating in 

registration sessions for new students throughout the year.  

  

5.2  Proactively attending relevant user groups, training and conferences,  

  

5.3  Providing support at the School's annual Graduation ceremonies.   

  

5.4  Covering the duties of other Registry staff during absences as requested.  

  

5.5  Undertaking any other responsibilities or duties as reasonably delegated by the Head of Student 

Records or his/her nominee.  
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GENERIC DUTIES AND RESPONSIBILITIES OF ALL LSHTM EMPLOYEES  

  

This job description reflects the current requirements of the post, but may be altered at any time in the 

future as duties and responsibilities change and/or develop providing there is full consultation with the 

postholder.  

The post-holder will carry out any other duties, tasks or responsibilities as reasonably requested by the line 

manager, Academic Registrar or Chief Operating Officer.  

The post holder will be responsible and accountable for ensuring all School policies, procedures, 

regulations and employment legislative requirements are adhered to including equality and diversity and 

health and safety.  

  

This job description is not a definitive or exhaustive list of responsibilities but identifies the key 

responsibilities and tasks of the post holder.  The specific objectives of the post holder will be 

subject to review as part of the individual performance review process.  

   

  

 
  

SALARY AND CONDITIONS OF APPOINTMENT  

  

Starting salary will be on the Professional Support Salary scale, Grade 5 between £37,531 - £42,875 

depending on experience.   

  

 
 

ASYLUM AND IMMIGRATION STATEMENT 

 

The School will comply with current UKVI legislation, which requires all employees to provide documentary 

evidence of their legal right to work in this country prior to commencing employment.  Candidates will be 

required to email a copy of their passport (and visa if applicable) to HR prior to their interview and if appointed 

will be asked to bring the original documents in to be copied and verified before their start date.   

 

Applications from candidates who require sponsorship to work in the UK will be considered alongside other 

applications.   Applicants who do not currently have the right to work in the UK will have to satisfy UK Visas 

& Immigration regulations before they can be appointed.  

 

Further information about Sponsorship and eligibility to work in the UK, can be found at: 

https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-skilled-worker 

  

  

     

https://www.gov.uk/guidance/immigration-rules/immigration-rules-appendix-skilled-worker
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PERSON SPECIFICATION  
This form lists the essential and desirable requirements needed by the postholder to be able to perform the 

job effectively.  

  

Applicants will be shortlisted solely on the extent to which they meet these requirements.  

  

 
  

POST:  Assessments Manager  

  

DIVISION / DEPT:  Division of Education / Registry  

  

 
  

Tested by* A = application; I = interview; T = Test  

  

1. QUALIFICATIONS  
Essential/ 

Desirable  

Tested 

by*  

1.1  
Hold an undergraduate honours degree or equivalent professional 

experience  Essential  A  

        

2. EXPERIENCE & KNOWLEDGE  
Essential/ 

Desirable  

Tested 

by*  

2.1  Significant experience of working in higher education administration.  Essential  A, I  

2.2  Experience of managing, leading and motivating a small team of staff.  Essential  A, I  

2.3  
Evidence of working in partnership and building strong links with staff at 

all levels of an institution.  
Essential  A, I  

2.4  
Experience of applying and advising on regulations, policies and 

procedures.   Essential  A, I  

2.5  Knowledge of relevant legislation (e.g. Data Protection Act, Equality Act).  Essential  A, I  

2.6  
Experience of using a large student database, preferably SITS, and 

extracting data for reporting purposes.  
Essential  A, I  

2.7  Experience of working in assessment administration.  Desirable  A, I  

2.8  Experience of developing process improvements.  Desirable  A, I  

2.9  Experience of giving training/briefing sessions to a group.  Desirable  A, I  

        

3. SKILLS & ABILITIES  
Essential/ 

Desirable  

Tested 

by*  

3.1  
Excellent interpersonal skills, including strong influencing and negotiating 

skills.  Essential  A, I  

3.2  Ability to work as part of a team and independently.  Essential  A, I  

3.3  
Ability to prioritise own workload and work flexibly to meet conflicting 

deadlines, often under pressure.  
Essential  A, I  

3.4  Proven ability to provide a high standard of customer service.  Essential  A, I  



Page 6 of 6  

  

3.5  Very strong attention to detail and accuracy skills.  Essential  A, I, T  

3.6  Excellent verbal, written and presentation skills.  Essential  A, I, T  

3.7  Excellent numeracy skills and the ability to produce and manipulate data.  Essential  A, T  

3.8  Highly competent in a wide range of IT applications and software.  Essential  A, I  

  


