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Graduate School Coordinator 
(Ref: 132) 

 

Job Description 

 

 

  

Department:   Research Directorate 

Location:   University of Suffolk, Ipswich  

Grade:    Grade 5 

Salary Range:  £23,754 - £26,715 

Contract status:  Maternity Cover (One Year) 

Hours of work: Full time, 37 hours per week 

Pension: USS, optional contributory pension 

Annual Leave entitlement:   25 days plus Public Holidays and University closure days 

Staff Development Corporate and Personal Development Programme 
opportunities.  

            Responsible to:  Director of Research 

Reports day-to-day to:         Research Development Manager  
  
 

 

Purpose of the Job:    
To coordinate and manage day-to-day Graduate School activity and support new 

developments in PGR provision. To be the first point of contact for all PGR student 
recruitment and admissions, for all existing students and manage PGR progress monitoring 

and all PGR student administrative deadlines. The Graduate School Coordinator provides 
PGR student support from enquiry to PhD completion.  
 

Duties of the Post: 
 
The main duties and responsibilities of the post will include: 
  

1. Being the first point of contact for all current and prospective postgraduate students 
and be responsible for providing advice and information to students and applicants 
relating to the PGR studies at the University of Suffolk and Graduate School. 
 

2. Responding to the pastoral care needs of students, seeking help and 
support from University colleagues as necessary. 

3. Provide support for all postgraduate research activity, including implementing 
changes and facilitating improvements to the University’s PGR offer as directed by 
the Director of Research and Research Development Manager. 
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4. Communicate effectively with the PGR community and manage the content of 
Graduate School VLE, Brightspace. 
 

5. Lead on the postgraduate research admissions cycle, from enquiry of the applicant 
to final submission of the application, liaising with academic and external colleagues 
as necessary. 
 

6. Responsible for the implementation of the admissions processes/systems within the 
Graduate School, in order to provide an efficient, informative experience for 
prospective students 
 

7. Participate in the recruitment of students, including the marketing of PhDs at the 
University of Suffolk and contributing to recruitment materials as necessary. 

 
8. Work with Research Development Manager to source workshop speakers and 

implement the Researcher Development programme.  
 

9. Work to continually develop the monitoring and support mechanisms for all of our 
postgraduate students. 
 

10. Ensure all new students are set up in the appropriate systems.  
 

11. Facilitate annual updates to the PGR student handbooks by each School and 
Partner Universities. 
 

12. Actively monitor the progress of PGR students and ensure the review processes are 
communicated to and met by the student and supervisors.   

 
13. Streamline Graduate School processes to ensure longevity within a constant and 

rapidly growing cohort. 
 

14. Ensure the Graduate School areas on the internal and external webpages are kept 
accurate, engaging and up to date.  
 

15. To support the Research Development Manager in event organisation, as 
appropriate in line with the Concordat to support public engagement in research.  
 

16. Any other duties as may reasonably be assigned from time to time by the Director 
of Research or Research Development Manager.  

 
This is a generic job description.  The duties described are a guide to the work that 

the post holder may be required to undertake and may be changed from time to 
time to meet changing requirements. 
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Selection Criteria  

 Essential Desirable 

 

Education and 

Qualifications 

1. Educated to degree level 
or equivalent comparable 
level of expertise 

 

 

Knowledge 

and Expertise 

2. Experience of working 
with students and within 
Higher Education 

3. Experience of office 
administration and event 
coordination 

Experience of working with and 
understanding the needs of 
postgraduate research students 

 
 

 

Skills 

4. Excellent communication 
skills (written and oral) 

5. Flexible and able to move 
with the demands of the 
job 

6. Excellent organisational 
skills 

7. Excellent IT skills  

Willing to learn and work with new 
systems  

 

Attitude 

8. An enthusiastic, 
committed, flexible and 
proactive approach to 
work  

9. Ability to work on own 
initiative 

10. Commitment to providing 
students with a high-
quality experience 

11. Open to new ideas and 
new ways of working 

Resilient and able to maintain 
momentum in the face of 
challenges. 

 

CLOSING DATE 3rd August 2020 – at 9am 

INTERVIEWS: 7th August 2020 

 

INFORMAL ENQUIRIES 
Andreea Tocca, Research Development Manager, a.tocca@uos.ac.uk 

 

APPOINTMENT TERMS 
This post is offered on a full-time basis at Grade 5, salary range £23,754 - £26,715 on a 
fixed term contract for up to one year as a maternity leave cover.  

 

FLEXIBLE WORKING 
We consider flexible working requests for all our vacancies.  e.g. adjustments to the working 
location, hours, time, or working on job share basis.   

 

We are a Top 30 Employer for Working Families 2016 and 2017 but we recognise that 
flexible working is not just for parents and carers.  Our inclusive Flexible Working policy is 
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open to all our staff and designed to support our people achieve a positive work-life balance, 
regardless of their personal circumstances.  
   

CRIMINAL CONVICTIONS 
This post may be subject to a Disclosure and Barring Service (DBS) check.   The successful 
applicant will be advised. 

 

Equality, Diversity and Inclusivity 

The University of Suffolk is a diverse and vibrant community and is committed to providing 
equality of opportunity to all staff and students.  Our approach is inclusive; valuing the 
contribution of every member of the institution and the communities we serve.   
 
As users of the Disability Confident scheme, we guarantee to interview all applicants who 
declare a disability and who meet the minimum essential criteria for the vacancy. 
 

NO SMOKING POLICY 
A no smoking policy including the use of electronic cigarettes operates at all University of 
Suffolk premises. 

 

APPLICATIONS 
Please see below for specific instructions on how to apply.  Please note that applicants who 
fail to return all the documents asked for may be discounted. 

 

To apply for this post: 
 

• All forms and information can be found on our website http://www.uos.ac.uk/jobs 

• Fill in the Application Cover Sheet and include details of any flexible working 
request you are making 

• Complete the monitoring form  

• Attach a curriculum vitae and a letter of application setting out clearly how you 
meet the essential and desirable criteria for this post 

• Return them as Word (.doc) attachments by e-mail to: jobs@uos.ac.uk please 
put the post title and reference number in the subject box of your email.  

• If you are unable to email your documents, you may post them to  
 

   The Human Resource Team 

   University of Suffolk 

   Waterfront Building 

   Neptune Quay 

   Ipswich   

   Suffolk 

   UK 

   IP4 1QJ 
 
If you are unable to apply via the website please ask for an application pack from the 
address above, or by phone on 01473 338351. 
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More information about the University of Suffolk is available on our website www.uos.ac.uk 
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