  

JOB DESCRIPTION 


	Job Title:
	Student Services & Quality Manager

	Current Grade: 
	

	Department
	

	Division:
	

	Reports to (Job Title only):
	Vice Principal Curriculum & Quality

	Date Form Created:
	24/09/2026



	1. Main Purpose of the Job: 

	
The Student Services and Quality Manager is responsible for developing and implementing the College's student support, wellbeing, safeguarding, quality enhancement and quality assurance functions. The postholder will ensure that students receive effective support throughout their learner journey and that the College maintains robust quality processes that support continuous improvement and compliance with awarding, regulatory and partnership requirements.
The role provides operational leadership across Student Services and Quality functions, ensuring that services, systems and processes contribute to an outstanding student experience, support positive learner outcomes, and meet the requirements of UHI, the Scottish Funding Council, awarding bodies and other key stakeholders.
The postholder will line manage the Student Support Officer, Mental Health Counsellor, and Quality Officer and provide leadership across the wider student support and quality teams. 



	2. Main Duties: 

	
Student Services
· Line manage the Student Support Officer and oversee delivery of student support services.
· Have oversight of and manage Learning Support provision, Personal Learning Support Plans (PLSPs), Disabled Students' Allowance (DSA) support and associated processes.
· Oversee requests for alternative assessments and examination arrangements.
· Line manage the Student Counsellor and oversee delivery of student wellbeing services.
· Lead the College's student wellbeing strategy and associated initiatives. 
· Oversee FE student support funding processes in partnership with North, West and Hebrides (NWH).
· Oversee claims and administration of additional support funding for FE students.
· Oversee FE student attendance monitoring and intervention processes.
· Liaise with NWH and internal teams in preparation for Scottish Funding Council bursary audits.
· Record and monitor student disciplinary procedures and associated investigations.
· Contribute policies, procedures and guidance relating to student support, safeguarding and wellbeing.


Safeguarding 
· Act as the College Safeguarding and PREVENT Officer, ensuring compliance with legislative and regulatory requirements. 
· Lead the implementation of the colleges safeguarding policy

Quality Enhancement and Assurance
· Line manage the Quality Officer and oversee quality assurance and enhancement activities.
· Manage all Tertiary Qualification Enhancement Framework, Tertiary Qualification Enhancement Review, Institution Lead Quality Review, Self Evaluation Action Plan and Scotland’s Tertiary Enhancement Programme processes. 
· Coordinate institutional quality reviews, enhancement activities and self-evaluation processes.
· Organise and prepare for Institution Liaison Meeting 
· Oversee the College complaints process and monitor resulting improvement actions.
· Lead programme approval and re-approval processes.
· Oversee Internal Verification (IV) and External Verification (EV) activities and ensure compliance with awarding body requirements.
· Oversee Progression Boards and associated quality procedures.
· Lead the implementation, monitoring and reporting of student surveys including Early Student Engagement Survey, Student Satisfaction and Engagement Survey, and College Leaver Destination feedback processes.
· Produce quality reports and action plans for Senior Management Team, Academic Board and other committees as required.
· Monitor quality performance indicators and support continuous improvement across curriculum and support departments.
· Ensure compliance with UHI and external quality frameworks.

General Responsibilities
· Develop and maintain effective working relationships with internal and external stakeholders.
· Contribute to strategic planning and operational development within the Curriculum and Quality Section.
· Ensure compliance with GDPR, equality legislation, safeguarding requirements and College policies.
· Implement service improvement projects and quality initiatives.
· Participate in committees, working groups and partnership meetings as required.
· Undertake any other reasonable duties commensurate with the grade and responsibilities of the post.



	3. Position in Organisation 
An accompanying structure chart of the department needs to be provided for ALL roles.

	
Reports directly to the Vice Principal, Curriculum and Quality.
Line management responsibility for:
· Student Support Officer
· Student Counsellor
· Quality Officer
· Other fixed term posts as appropriate

Functional leadership responsibilities for:
· Learning Support staff
· Student services functions
· Quality-related administrative functions




	4. Dimensions and Limits of Authority: 

	
· Provides specialist advice on student support, safeguarding, wellbeing and quality assurance matters.
· Makes operational decisions relating to student support services and quality processes.
· Authorises routine student support and quality-related actions within agreed procedures.
· Responsible for monitoring compliance with internal and external quality requirements.
· Contributes to policy development and strategic planning.
· The role has no budgetary responsibility.




	5. Key Contacts/Communication: 

	
External
· University of the Highlands and Islands (UHI)
· HISA
· North, West and Hebrides (NWH)
· Scottish Funding Council (SFC)
· Awarding and regulatory bodies
· External support agencies and wellbeing services
· QAA and external review bodies

Internal
· Senior Management Team
· Curriculum Leads and teaching staff
· Student Support teams
· Registry and MIS staff
· Professional Services staff
· Students and student representatives
· Board and committee members

Communication 
The postholder will communicate through a range of methods including meetings, presentations, reports, emails, MS Teams and written correspondence. The role requires the ability to communicate complex information clearly and professionally to a wide range of audiences, including students, staff, external partners and senior stakeholders.
The postholder will regularly prepare reports, policies, procedure documents and quality-related submissions, and may be required to deliver training, briefings and presentations.




	6. Qualifications, Knowledge and Experience: 

	
Essential
· Degree level qualification or equivalent professional experience.
· Significant experience within Further Education, Higher Education or a related sector.
· Awareness and experience of Safeguarding and PREVENT
· Experience of managing staff and service delivery.
· Experience of student support, learner services, and quality assurance functions.
· Knowledge of quality enhancement and quality assurance frameworks.
· Excellent organisational, communication and report-writing skills.
· Experience of partnership working and stakeholder engagement.
· High level IT skills, including use of Microsoft Office applications and management information systems.

Desirable
· Qualification relating to quality assurance, management, education or student support.
· Safeguarding or PREVENT training.
· Experience working within the UHI partnership.
· Knowledge of Scottish Funding Council policy and funding arrangements.
· Experience of audit, inspection or review processes.





	7. Working Environment / Sensory and Physical Demands

	
· Primarily office-based within a busy educational environment.
· Hybrid working may be available subject to operational requirements and agreement with the line manager.
· Regular travel between College centres and external meetings may be required.
· Periods of higher workload associated with reporting cycles, audits, quality reviews, funding returns and student support deadlines.
· Extensive use of display screen equipment.
· Frequent meetings and verbal communication.
· Typical office-based physical demands.
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