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JOB DESCRIPTION


	Job Title:	Student Systems Manager
	Present Grade:	 7

	Department/College:		Student and Programme Administration (SES)

	Directly responsible to:		Head of Student Systems, Data and Reporting

	Supervisory responsibility for:	​N/A (Provides functional leadership to system users)

	Other contacts
	

	Internal:
Academic departments, faculties, Colleges, ISS (Information Systems Services), Governance, Planning & Analytics, Quality Assurance, and other professional service areas.

	External:  
Strategic Partners, both in the UK and overseas; system suppliers and vendors; sector networks; regulatory and compliance bodies as appropriate.

	Job Purpose:
The Student Systems Manager supports the effective operation, development and continuous improvement of the University’s student systems. The postholder represents SES in system‑related activity, ensuring that business requirements are understood, changes are well controlled, and systems continue to meet operational, regulatory and user needs.
The role works closely with users, business owners, senior stakeholders and ISS colleagues, contributing SES input to development activity, supporting testing and operational readiness, and helping ensure high‑quality, stable systems that underpin student lifecycle processes. 
The postholder will also contribute to shaping system development activity, providing business input into prioritisation, requirements definition and release planning where required.

Major Duties:
1. Testing & Quality Assurance
· Coordinate SES involvement in testing, including planning, user acceptance testing and validation of business requirements.
· Confirm that changes meet SES needs and support reliable service delivery.
2. Governance & Decision Making
· Provide business input, impact assessments, and recommendations to support structured decision making for student system changes.
· Ensure decisions are aligned to SES priorities, policies and regulatory needs.
· Act as the SES decision‑maker for clarifying business rules and functional requirements during system development activity.
3. Roadmap & Change Input
· Help identify improvement opportunities, operational requirements, and regulatory changes that inform forward planning.
· Contribute SES insights, priorities and feedback to the student systems roadmap.
· Work with SES stakeholders and ISS colleagues to help refine priorities and ensure business requirements are clearly articulated during roadmap planning.
4. Change Management & Adoption
· Support SES change management for system releases and process changes, including communication, training, transition activity, and post go live review.
· Ensure operational teams are prepared for changes and able to adopt new functionality. 
5. Training & Capability
· Develop and update training materials, guidance, and support resources for system users.
· Provide training sessions and contribute to capability building across the student systems user community.
6. Operational Support / Service Management
· Provide business support for student systems, resolving issues escalated from operational teams, and ensuring users receive clear guidance.
· Identify recurring problems and work with ISS and business teams to improve system reliability and data quality.
7. Documentation
· Maintain clear, accurate operational and process documentation for student systems within areas of responsibility.
· Ensure documentation is updated following system or process changes and is accessible to users.
8. Security, Risk & Compliance 
· Ensure processes and system use within assigned areas meet relevant compliance requirements including HESA, OfS, UKVI, data protection and other regulatory bodies as required.
· Escalate broader risks or issues as appropriate.
9. Integration & Data Flows
· Provide SES functional requirements and business rules that inform integrations and data flows across student systems.
· Work with ISS and data specialists to ensure correct interpretation of student lifecycle logic.
10. Monitoring, KPIs & Continuous Improvement
· Monitor system performance, issues and user feedback within areas supported by SES.
· [bookmark: _Int_TwKwyoxq]Contribute to continuous improvement activity, helping ensure student systems evolve to meet business needs.
11. Contribute to the wider work of Student and Education Services during peak periods including registration, assessment, exam boards and graduation, which may occasionally require out of hours work.
12. Undertake any other duties commensurate with the grade as directed by the Head of Student Systems, Data and Reporting.
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