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Queen Margaret University

EDINBURGH




	School
	School of Arts, Social Sciences and Management


	Role Title


	Head of Division – Business, Enterprise and Management

	Responsible to


	Dean of School

	Salary/Grade


	Grade 10 - £57,674 - £59,400 (with possible progression to £77,453)



	Hours


	Full Time

	Contract Basis


	Permanent 

	Disclosure Check

	Basic

	Location


	Craighall Campus (Musselburgh)


	JOB PURPOSE:
· To provide overall leadership to the Division, managing and co-ordinating all aspects of the implementation of the School operational plan in relation to the Division.

· To advise and support the Dean on all relevant academic issues in the Division encompassing learning and teaching, knowledge exchange,  research, consultancy, commercialisation, international partnerships, continuing professional development and staff development.
· To assume delegated line management of all staff below level of Professor within the Division.

· To have delegated non-staffing expenditure budget responsibility.
· To further enhance the research, commercialisation and international profile of the Division.



	DIMENSIONS OF THE ROLE:
The primary budgetary holder is the Dean who has overall financial responsibility. The Head of Division has delegated non-staffing budget authority in line with University financial management procedures.



	ROLE OF THE HEAD OF DIVISION:
The role of the Head of Division is to manage the operational delivery of high quality learning and teaching, knowledge exchange, research, consultancy, commercialisation, international partnerships, continuing professional development and staff development. The School will work to a five year operational plan which is updated annually, which will provide priorities, focus and direction for each academic year. 

Within the School there are three identified Divisions which bring together cognate disciplines which fall within the overall remit of the School. These are:

1. Business, Enterprise and Management
2. Media, Communication and Performing Arts
3. Psychology and Sociology

One of the key objectives of our strategy is to support inter-disciplinary working facilitated by the School structure. 

Through providing excellent leadership, the Head of Division will make a significant contribution to the development of multi-disciplinary working.  The role of Head of Division provides academic staff with their initial link into the School structure. Ensuring the quality of the full range of our academic provision is a key part of the Head of Division role. 
The Head of Division is supported by an Associate Head of Division who manages the operational business in learning and teaching, workload planning and managing the timetable.
Targets are set as part of the strategic planning process in relation to learning and teaching, research, knowledge exchange, commercialisation, consultancy, international partnerships and student recruitment. In advising the Dean on all strategic, academic and disciplinary matters relevant to their Division, the post holder will contribute to and influence the development and successful implementation of the School’s operational plan. 

In developing a significant academic profile and carrying out personal research and/or knowledge exchange/commercialisation activities, and/or international partnerships, and/or teaching, the Head of Division will be providing another element of academic leadership as well as contributing to the achievement of targets set as part of the strategic planning process.




	KEY RESULTS:
The key results areas of this role are to:

1. Provide leadership to staff, supporting and advising them on the development of the full range of their academic activities and the achievement of individual objectives in line with the School’s operational plan and KPIs.
2. Undertake line management of all staff within the Division below the level of Professor and have dotted line management of Professorial/Director staff, including workload allocation.

3. Assume responsibility for the Division for non-staffing expenditure budgets.

4. Manage the implementation of the School operational plan at Division level, monitoring the quality of our programmes and providing academic staff with regular feedback and support with a view to continually enhancing the quality of our programme provision, ensuring sustainability.
5. Advise and support the Dean on all academic issues in relation to the Division encompassing teaching/learning, knowledge exchange, research, consultancy, commercialisation, international partnerships, continuing professional development and staff development, ensuring all issues affecting the performance of the Division are taken into account in developing School plans. The Associate Head of Division will assist with the management of learning and teaching.
6. Undertake research/consultancy/ knowledge exchange/commercialisation/teaching as agreed with the Dean, aiming towards developing an international academic profile and maximising opportunities for the School and the University at all times.
7. Provide clear leadership in terms of the quality, relevance, and range of activities that staff undertake.
8. Work closely with and provide appropriate support to the Associate Head of Division in relation to their Teaching and Learning activities including delegated line management authority and ensure continuity in day to day operations in the absence of the Head of Division. 
9. Delegate responsibilities to other senior members of staff, specifically the Associate Head of Division as and when required.
10. Either personally or through delegation liaise and link with professional, statutory or discipline bodies regarding requirements and developments in the Division, providing the Dean with up to date advice on all matters affecting academic delivery.
11. Carry out delegated tasks and duties as discussed and agreed with the Dean, including deputising where necessary and requested.



	ASSIGNMENTS AND REVIEW OF WORK:
The post holder is responsible to the Dean for the overall leadership and management of the Division.

The Head of Division will meet regularly with the Dean to discuss the on-going implementation of the operational plan in relation to the Division which will also enable the Dean to seek input on and keep up to date on relevant academic matters affecting the Division.

In terms of planning, the post holder is accountable within the annual planning cycle for contributing to and influencing the development of the School’s operational plan. 
The post holder will meet formally twice a year with the Dean to review progress against objectives. The Head of Division will meet formally with the Dean annually to review performance and ideally will meet with the Dean to carry out an interim review at the mid point of the academic year. 

As Head of Division, the post holder has overall responsibility for the performance of the Division.  Performance in terms of leadership, communication and team working will be an integral part of the performance review process. Continuous professional development including that of the post holder’s own personal development is also integral to the role and will form part of the performance review process.



	COMMUNICATIONS AND WORKING RELATIONSHIPS:
The post holder requires excellent communication skills both verbal and written in order to motivate, encourage and support academic staff within the Division. 

As the School is the unit responsible for the operational delivery of our academic provision, the Head of Division will have a key role in supporting the Dean in taking forward change. The post holder will therefore foster two way communications within the Division providing an excellent communication link for staff into the School structure. 

The post holder will interact with other Heads of Division throughout the University, particularly with regard to the development of multi-disciplinary working.  The post holder will also interact with their counterparts in other educational institutions, particularly with a view to developing the Division.

The post holder will interact externally as appropriate on specific projects and the development of programme provision. Contacts include professional and sector bodies, research councils, other higher education institutions and charitable organisations.
In acting as a pivotal link for academic staff into the School structure, the Head of Division requires to work closely and collaboratively with academic staff in order to engage with them in the development of their academic career and to take the Division into the future.



	MOST CHALLENGING PART OF THE JOB:
A key responsibility of this role is to provide leadership and operational management. The post holder is required to maintain and enhance the quality of our academic provision as well as ensuring the operational delivery of the Division is managed effectively.  Enhancing the research and commercialisation profile of the Division and achieving the School’s annual research, consultancy, international partnership and income generating targets is a part of this post.
The post holder is also required to develop and maintain their own professional and scholarly activities and balancing this requirement with the support required by staff will be challenging. Working in a more inter-disciplinary environment will require close collaboration with colleagues and an increased focus on team working both within and across Division, School and University structures.




	QUALIFICATION AND /OR EXPERIENCE REQUIRED:
The post holder will have experience in any field within their Division working within a higher education institution. The development of their career should be broad based, and with significant teaching experience in a relevant discipline. The post holder will have a significant academic reputation and professional credibility with the ability to manage academic staff, demonstrate leadership and to add value to their Division both for the benefit of the School and the University.  Excellent communication skills together with strong team working, planning, and organisational skills are required. 




	Person Specification – Essential

	Person Specification – Desirable



	Demonstrable and recognised leadership capability and competence within a Higher Education Institution.

	Evidence of successfully establishing, developing and leading internal/external networks.

	Substantial experience in a relevant discipline working within a Higher Education Institution.

	Evidence of ability to generate income.

	Significant teaching experience in a relevant discipline.

	Ability to recognise and manage competing agendas.

	A PhD or equivalent qualification.
	Experience of developing collaborative international/national partnerships.

	An appropriate track record of research or knowledge exchange activity.

	

	Academic quality assurance experience.
	

	Well developed people management skills with evidence of previous successful application.


	

	Strong communication, planning, and organisational skills.

	

	Budget management experience.
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