


Note for Recruiting Manager:

The sections marked in red are for you to complete, and the highlighted yellow paragraphs are prompts to guide you when filling out the job description and person specification.  Keep in mind: this document is designed to attract applicants, write in a way that makes the role clear, engaging, and appealing.  [Remember to delete this paragraph and yellow highlighted sections once JD/PS is completed]

Department/School of [xxx]

ASSOCIATE DEAN
Job Ref: REQxxxx

[bookmark: Job_Summary]School/Department summary:

[Insert here] - The summary is an introductory paragraph which should provide the applicant with a concise overview of the School/Department/Professional Service/Research Project.  Keep to one short paragraph as a maximum. Focus on selling your department/school/service, awards received and culture/atmosphere etc.

Job Description 

Job Family and Grade: [insert here]

Job Purpose 

To play a key role in supporting the Dean in setting the direction of the School, providing strategic leadership and championing the enhancement of research, teaching and enterprise activities throughout the School. 

To support the Dean of School and the Pro-Vice Chancellor (R/T/E) by providing strategic and operational leadership to the Schools activities and ambitions in R/T/E. 

Job Duties	

General Duties

· Be active member of the School Senior Management Team, leading on matters relating to Research Teaching Enterprise (RTE).  
· Work in a collaborative manner with the School’s Operation Manager and the Associate Dean for (R/T/E) to support the School’s ambitions acknowledging the institutional context that places high importance on the integration of teaching, research and enterprise (RTE).
· Lead by example the University’s commitment to excellence and to encourage all individuals to realise their full potential.
· Support the Dean in the management of HR issues, e.g. conducting investigations for disciplinary and grievance cases.
· Represent the School externally and deputise for the Dean as required. 

Duties related to R/T/E
· Play an integral role in the formulation and delivery of the University’s R/T/E strategy and be an active member of the relevant University’s R/T/E committees.
· Work with other Associate Deans (R/T/E) and other colleagues to ensure that efficient practice in R/T/E is shared across the University and promoted within the School.
· Represent the University on external bodies, as appropriate. 
· Undertake specific activities related to R/T/E as follows

Research
· Contribute to the quality assurance process in respect of research degree programmes.
· Work with the Graduate School and the Research Student Office to ensure the best experience for our research students.
· Ensure the needs of Research staff are met.
· Lead preparations for REF.

Teaching
· Oversee responses to student related evaluations including NSS/PTES, Annual Programme Review, and the development of learning and teaching practices that address relevant issues.
· Ensure quality standards of the School’s provision satisfy the University’s assurance framework.
· Lead the strategic development and review of the School’s portfolio of undergraduate and taught postgraduate programmes, including the implementation of University policy in learning, teaching and assessment in line with University strategy, and to formulate School policy where applicable. 
· Act as independent assessor of quality and standards in other Schools and in external validations as appropriate.
· Support and encourage the professional development of School staff, in particular as it relates to a scholarly and research informed approach to teaching excellence.
· Work in partnership with the Loughborough Students’ Union as appropriate, in particular with Programme Presidents and Programme Representatives to enhance their academic experience.

Enterprise 
· Work with the Enterprise Office to develop effective management of partnerships with business, public and voluntary organisations.
· Disseminate the agreed enterprise definition amongst all School staff and work to further develop an enterprise culture at the University
· Promote the importance within the University community of campus tenants, student and graduate start-up businesses and university spin out companies.
· Coordinate impact activities across the school.


Points To Note 

The purpose of this job description is to indicate the general level of duties and responsibility of the post. The detailed duties may vary from time to time without changing the general character or level of responsibility outlined in the document.

Organisational Responsibility

Reports to the [Dean of the School]
Dotted line responsibility to the relevant Pro-Vice Chancellor
Budget Responsibilities: [specify details]. 
Structure Chart [include image/chart if applicable].

Person Specification 

Your application will be assessed based on the essential and desirable criteria listed below. 

Applicants are strongly encouraged to explicitly demonstrate how they meet each essential (and desirable) criteria at the application stage. The criteria that you need to demonstrate in your application will be listed as Stage 1 in the table below.

Stages of assessment are as follows:

1 – Criteria measured within the Application
2 – Criteria measured at Test/Assessment Centre/Presentation
3 -  Criteria measured at Interview

Essential Criteria:  When completing the section below, clearly state the essential requirements of the role and think broadly. Focus on what must be accomplished rather than how it should be done. Consider experience outside of higher education where appropriate. Avoid requiring all criteria to be measurable from the application form; for example, skills and abilities may be better assessed through tests/ assessments and/ or interviews. As a rule, aim for no more than 5-7 criteria to be measured at the application stage.

	Area
	Criteria
	Stage

	Experience
	Experience of conducting high quality research, teaching and enterprise usually at professorial level.
	1,3

	
	Experience of leadership in Research/Teaching/Enterprise, at least at discipline level.
	1,3

	For ADR Only
	Experience of supporting high quality research applications and interaction with the research office

	1,3

	For ADR Only
	Experience of leading research projects

	1,3

	For ADR Only
	Research of international standing

	1,3

	For ADR Only
	Experience of publishing research outcomes, securing funding and PhD supervision
	1,3

	For ADT Only 
	Experience and evidence of delivering high quality teaching at Undergraduate level (UG) and postgraduate (PG) levels.

	1,3

	For ADT Only
	Experience of leading programme and curriculum development
	1,3

	For ADE Only
	Experience of creating social/cultural/economic impact through knowledge exchange.
	1,3

	For ADE Only
	An understanding of issues facing the University in relation to enterprise.
	1,3

	For ADE Only
	Experience of academic engagement with business/public/voluntary organisations and appreciation of the associated challenges
	1,3

	
	Experience of leading a team
	1,3

	Skills and abilities
	Demonstrated ability to work closely and effectively with colleagues including senior colleagues outside of the School.
	2,3

	
	Evidence of high levels of motivation and the personal drive necessary to support change
	2,3

	
	Ability to stimulate and inspire others as reflected in academic leadership and influence beyond own discipline/institution.
	2,3

	
	Excellent communication and interpersonal skills which give you the ability to engage with students, colleagues, business and agencies on a wide variety of matters.
	2,3

	Training
	[insert here]
	[insert here]

	Qualifications
	[insert here]
	[insert here]

	Qualifications ADT Level Only
	Formal recognition of professional standing in teaching (e.g. Fellowship of HEA) or actively working towards this  
	1,3

	Other
	Uphold and actively contribute to the University’s commitment to Equity, Diversity and Inclusion. 
	1,3 



Desirable Criteria: (optional section – if you are not using this section, please delete) These are skills, experience and competencies that are additional extras that may be used to narrow the pool down if we receive a high volume of applications that meet the essential criteria. 

	Area
	Criteria
	Stage

	Experience
	[insert here]
	[insert here]

	
	
	

	Skills and abilities
	[insert here]
	[insert here]

	Qualifications
	[insert here]
	[insert here]

	Other
	
	1,3



Conditions of Service
The appointment will be subject to the University’s Terms and Conditions of Employment relevant to the job grade.  

Shared University Responsibilities 

As a member of the Loughborough community, you are expected to:

· Take reasonable care of yourself, others and the environment, and to prevent harm by your acts or omissions. All staff are therefore required to adhere to the University’s Health, Safety and Environmental Sustainability Policies & Procedures. 

· Support and contribute to the University’s commitment to principles of equity, diversity and inclusion (EDI) while carrying out all duties, behaving in a manner that treats others with dignity and respect and upholds every persons right to lawful freedom of expression, freedom of speech and academic freedom. Further information about EDI at Loughborough and our strategic aims is available on our website.

Our Purpose, Vision, and Values   
Our purpose, Vision and Values underpin all that we do and shape how we work together at Loughborough.  
We’re proud to promote our values: Adventurous, Collaborative, Creative, Authentic and Responsible. Our people bring these values to life every day, and they are central to the positive and supportive culture that makes Loughborough unique.
If you join us, you’ll be encouraged to bring these values to life in your own work and contribute to the positive, supportive culture that makes Loughborough unique. 
Read more about our vision and values. 




Our Accreditations [include any additional accreditations relevant to your school/department]
	[image: ]
	We strive to create a culture that supports equity and celebrates diversity throughout the campus. The University holds a Bronze Athena SWAN award which recognises the importance of support for women at all stages of their career.

	[image: ]
	We are proud to be a Race Equality Charter Member. The Charter aims to improve the representation, progression and success of all minority ethnic staff and students within higher education and address issues of racism within higher education institutions (HEIs).


	[image: ][image: ]
	We are proud to be a Disability Confident Employer and have adopted a proactive approach to employing disabled people and to creating a more diverse workforce.  We ensure that our recruitment processes are inclusive and accessible. We guarantee to offer an interview to all applicants who have declared a disability, provided that the essential criteria for the role are met.  We proactively anticipate and provide reasonable adjustments and support existing employees who acquire a disability or long-term condition to thrive in the workplace. 

We are a real living wage employer, and our Living Wage Employer Mark shows our commitment to paying our staff according to the cost of living.  


	[image: ]
	We are proud supporters of the City of Sanctuary movement and delighted to be recognised as a University of Sanctuary. This national network brings together, university staff, lecturers, academics, and students, who together work to make Higher Education institutions places of safety, solidarity and empowerment for people seeking sanctuary.




*[delete if role does not require a DBS check] Disclosure and Barring Service Check: This post is subject to the Rehabilitation of Offenders Act (Exceptions Order) 1975 and as such it will be necessary for a submission for a Disclosure to be made to the Disclosure and Barring Service (formerly known as CRB) to check for any previous criminal convictions.

As part of the University’s ongoing commitment to redeployment, please note that this vacancy may be withdrawn at any stage of the recruitment process if a suitable redeployee is identified.
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