
 

 

Registry Administrator 

(Maternity Cover) 

 

Role To support the work of Registry by enrolling new students, creating, and 
maintaining student records, administering the effecting delivery of the 
assessment submissions and marking processes, and accurately entering 
data supporting regulatory returns to the student database.  
 

Hours 30 hours (FTE: 0.6) 
(Normally between 9am-5pm though flexibility may sometimes be required) 
 

Salary £23,450 pro rata 
 

Benefits Stakeholder pension scheme with a generous employer contribution 
25 days annual leave and 8 statutory holidays (pro rata) 
Closed days between Christmas and New Year 
Free meals in the dining room when the kitchens are open 
Free on-site parking 
Cycle to Work Scheme 

  
Closing date We are looking to hire immediately and will be reviewing application forms 

as they come in, so we urge you to complete your application as soon as 
possible 

  

We are looking for the right person to support the work of Registry by enrolling new students, 

creating, and maintaining student records, administering assessment submissions and marking 

processes, and assisting the Registry Manger in ensuring that data supporting regulatory returns is 

accurately entered to the database. 

The ideal candidate will be educated to a good standard and may have worked in a higher education 

setting. They will be using a Virtual Learning Environment (Moodle and Turnitin) to administer 

assessments and a database to administer student records, so experience in these areas would be 

helpful, though training can be provided. Good IT skills in Office 365 are a necessity for this post.   

The ability to work quickly and to prioritise between tasks, responding to developing needs, is 

essential in this busy role. The postholder will need to be well-organised and proactive, with 

excellent written and verbal communication skills, which enable them to deliver excellent service 

and support to students and staff alike. 

The Queen’s Foundation fosters and promotes diversity and inclusion, and therefore welcomes 

applications from people of all backgrounds regardless of faith, ethnicity, gender diversity, 

LGBTQIA+, diversity of views and practices, or (dis)ability. All appointments are based on merit. 

There is no Genuine Occupational Requirement for Professional Services staff to be practicing 

Christians and our staff come from a variety of faith and non-faith backgrounds.  



Key Responsibilities 

1. To process, and maintain records for summative assessment submissions, marking, 

moderating and associated extension, mitigation and Individual Learning Plan requests.   

2. To create module and programme records on the database and Virtual Learning 

Environment for the new academic year. 

3. To assist with the registration of new students and those moving to new programmes, 

creating records (both electronic and paper), and working with the Registry Manager to 

confirm programme and module enrolments.  

4. To provide advice and assistance to students on the use of the Virtual Learning Environment 

and other Registry matters, such as extensions, assessments, and changes to records or 

modules. 

5. To contribute to all Registry activities and the smooth-running of the Registry office.   

6. Other such administrative duties, including the provision of support in the Foundation more 

widely, as reasonably required towards the meeting operational needs. 

 

Person Specification 

Essential 

• Relevant experience in administration 

• Strong IT skills for Office 365 (Outlook, Word, PowerPoint and Excel) 

• Ability to work independently and as part of a team 

• Ability to plan, manage tasks, prioritise, and meet competing deadlines. 

• Ability to present information clearly and concisely 

• Ability to communicate effectively with a diverse range of people 

• A proactive attitude with a high level of personal motivation 

• Reliable, punctual, trustworthy 

• Strong organisational skills and good attention to detail 

 

Desirable 

• Experience in a similar Higher Education administrative role 

• Work-based experience in using a Virtual Learning Environment, preferably Moodle 

• Educated to A Level or equivalent 

• Experience of using databases 

  



Who We Are 

 

The Queen's Foundation is one of the oldest 

theological colleges in England. The attractive 

campus in Edgbaston, Birmingham is a busy 

place, with teaching taking place typically 

seven days a week and several evenings, for 

most of the calendar year.  

The Foundation is an Approved Provider 

registered with the Office for students and 

delivers educational programmes which are 

validated by three different universities – Durham, Newman and the Vrije Universiteit Amsterdam. 

Teaching and research programmes at Queen’s are delivered through five Centres:  
 

• Centre for Ministerial Formation, which trains students for Methodist and Anglican ministry.  

• Centre for Black Theology, which offers postgraduate programmes to lay and ordained leaders 

of Black Majority Churches. It also has undergraduate students who share elements of their 

learning with those studying with the Centre for Ministerial Formation. 

• Centre for Continuing Ministerial Development, which supports ordained ministers in the 

early years of their ministry as well as offering programmes for more experienced ministers. 

• Centre for Discipleship and (Digital) Theology, which offers opportunities for study to a wide 

range of independent students, most of whom are learning online or in blended modes. 

• Centre for Research and Global Partnerships, which offers PhD programmes and builds 

partnerships with theological institutions in the global south.  

A team of Professional Services staff provide the administrative framework necessary to support the 

delivery of the Foundation’s academic programmes. The team includes non-academic managers, a 

finance team, administrators, and operational staff who look after accommodations, catering, and 

the buildings and grounds 

 

Registry 

Registry is part of the Professional Services team which provides the non-academic management 

and administrative framework required for the delivery of the Foundation’s academic programmes.   

The Registry team is central to enabling the Foundation to meet its objectives, providing academic 

services to staff and students which include enrolment and registration activities, maintaining 

accurate student data, supporting assessment processes, working with validating partners and other 

stakeholders, and supporting the Foundation in meeting regulatory and its statutory responsibilities.   

With a team of almost 50 academic and Professional Services staff and around 300 students, Queen’s 

is a stimulating and busy place.  

  



The Queen’s Foundation Vision Statement 

Queen’s strives to be a diverse, challenging, Gospel-focused community, shaping people for God’s 
mission in the world. 

Mission 

As a community, gathered and dispersed, Queen’s strives to: 

• practise deep attentiveness to Jesus Christ 
• live by the Holy Spirit’s leading 
• stimulate joyful, challenging exploration of the riches of the Bible and Christian traditions 
• create a lively, extended prophetic community of worship, prayer and action 
• provide searching, supportive pathways of formation and training for discipleship and 

ministry 
• listen to voices which are often not heard enable the less confident to find their voice and 

flourish. 

We celebrate unity in diversity, in a community that is international, multi-cultural, and ecumenical. 

We aim to enable Christians to deepen their spiritual life, to grow in a faith that is generous, 

enquiring, deeply rooted and creative in thought and practice, and to be passionate for God’s work 

in God’s world. 

 

To find out more about Queen’s visit our website. 

https://www.queens.ac.uk/about/history

