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Job Description & Person Specification

JOB DESCRIPTION

	Job title
	Deputy Dean

	School/Department
	

	Location
	

	Reporting to
	Dean

	Grade/Salary 
	

	FTE
	



Job summary

	Reporting to the Dean of School, the Deputy Dean is key to leading the delivery of the school’s plan, deputising for the Dean as appropriate. 
 
The Deputy Dean will provide strong, dynamic and inspirational leadership and management across the school. Leading the Heads of Division, the Deputy Dean will operationalise strategic objectives in order to enhance student and staff experiences and ensure successful delivery and impact of the school plan and university strategy.  
 
The Deputy Dean will stimulate a high-quality, supportive and inclusive academic and research environment which encourages and supports staff to undertake activities that contribute to an excellent student and staff experience.  




People & finance responsibilities

	People
	Leadership and line management responsibilities for Heads of Division including performance management, mentoring, training, and development, ensuring high levels of compliance and professional behaviours. 


	Finance
	As a key member of the school leadership team, the Deputy Dean will have delegated responsibility for the planning, monitoring and effective management of school budgets, maximising income and maintaining effective budgetary controls in line with financial regulations and procedures. 




Key responsibilities

	1. In collaboration with the Dean of School, lead the successful delivery of the school’s operational plan and the university strategy through day-to-day operational leadership and management of the school and its resources, delegating responsibility to others as appropriate.  
2. Provide leadership and management to the Heads of Division (and any other staff as agreed with the Dean of School) including setting of objectives, developing and reviewing the performance of staff to ensure the delivery of high-quality learning and teaching, research and innovation, and an outstanding student experience, ensuring high levels of compliance and engagement, and professional behaviours. 
3. Lead the development of the school’s portfolio, ensuring alignment to market demand to meet the university’s recruitment targets, interrogating school and divisional data to identify trends, anticipating and responding to emerging requirements ensuring sustainability and viability of the school’s portfolio, advising on  student performance, progression and retention, subject development, developing proposals for subject investment and disinvestment, with regular monitoring and reporting to the school leadership team and other university functions, as required.  
4. Reporting to the Dean, and in collaboration with the Associate Dean (Learning and Teaching) and Heads of Division drive the school’s improvement across key performance indicators including student experience and satisfaction, retention, progression, and graduate outcomes. 
5. Reporting to the Dean and in collaboration with the Associate Dean (Research and Innovation) and Heads of Division, develop a fertile research and innovation environment; lead, influence and support colleagues in making successful research grant applications and to undertake excellent, impactful research, knowledge exchange, consultancy, non-credit bearing CPD and other innovation activities, thereby contributing to the associated school and university targets. 
6. Lead the effective implementation and impact of school plans and foster a culture of creativity and continuous improvement within the school; developing holistic and flexible ways of working; working across boundaries; embedding best practice, benchmarking and sharing across disciplines and communities, and leading University-wide initiatives to deliver a collective shared vision.  
7. Overall responsibility for the implementation and embedding the universal framework for activity planning, and related processes, with delegation to Heads of Division for operationalising the framework, with regular reporting to the school leadership team ensuring fair and equitable workloads across the school. 
8. Lead on workforce planning, ensuring the effective and efficient deployment, development, and management of all staff in the school, including succession planning. 
9. With delegated authority from the Dean of School, ensure the school’s operational plan is delivered within budget, making significant contribution to the planning, monitoring, and effective management of school resources, maximising income generation, setting of targets for programme and school performance metrics. 
10. Lead specific initiatives and projects within the school as agreed by the Dean and contribute to strategic and operational development of the university through leadership and participation in cross-university projects and initiatives identified by the Vice Chancellor’s Executive (VCE), identifying, creating, and facilitating opportunities for staff to be involved in cross-University initiatives, events, working groups and external projects.  
11. On behalf of the Dean of School, ensure school-wide compliance with relevant legal, regulatory, and governance matters such as Health and Safety, Data Protection and Freedom of Information, and lead on school-level complaints and investigations. 
12. Foster a culture of inclusivity, equality, diversity, entrepreneurship, innovation, and collegiality, providing an environment where all staff and students feel supported, valued, and are able to achieve their potential; supporting school staff to enhance and apply their professional capabilities. 
13. Build effective networks and deliver communications both within the school and wider university including central and professional service functions to innovate, share good practice and improve performance, creating a culture of continuous quality enhancement within the school. 
14. Undertake any other duties as appropriate to the role and agreed with the Dean of School. 




Job scope

	Planning and organising
	·  Within the broad remit, the post-holder works autonomously in delivering the objectives of the role. 
· Responsible for the planning and delivery of the school’s resources on a medium to long-term basis, ensuring the delivery of the school plan, with alignment to university strategy. 
· Responsible for implementing and delivering school governance arrangements that align to university governance structures for the effective planning and management of the school.  
· Ensure effective collaboration across the breadth of the school to deliver creative planning and effective decision making. 


	Working relationships
	· As a key member of the school leadership team, make a significant contribution to the leadership and operation of the school, chairing school leadership meetings in the absence of the Dean. 
· Foster excellent working relationships and networks with senior members of other schools, professional support services, other universities and external partners  
· Maximise staff engagement in relation to the delivery of the strategy, operation of the school, and continuous professional/personal career development. 
· Develop and maintain effective and collaborative relationships with the wider academic and professional services leadership to ensure delivery of the university strategy. 







PERSON SPECIFICATION

Qualifications
	[bookmark: _Hlk126232407]
	
	
	Evidence
A = Application I = Interview

	Essential

	QE1

	PhD or equivalent professional qualification in a subject relevant to the school and/or equivalent professional qualification / demonstrable experience 

	

	Desirable

	QD1
QD2

	Membership of relevant professional body/bodies 
Achievement appropriate for professorial designation or working towards professor status 

	



Experience, Skills and Knowledge
	
	
	
	Evidence
A = Application I = Interview

	Essential

	EE1




EE2




EE3




EE4





EE5



EE6


EE7


EE8




EE9

	A successful track record of academic leadership and management at a senior level in an HE environment based on an appreciation of internal and external drivers, with a passion for innovation, creativity and collaboration across teaching, research and enterprise.  
Experience of leading and developing staff at all levels and managing financial, human and physical resources, with significant experience of effective people and performance management and ability to manage/oversee complex and large budgets. 
Experience of workforce planning, organising, monitoring and reviewing business operations, resources, income generation to ensure a coordinated approach to academic and operational planning with a proven ability to deliver on a range of internal and external performance indicators. 
Ability to create a positive, high performing team culture, dealing with sensitive issues and managing conflict whilst making and gaining agreement to difficult decisions, with the ability to motivate a large and diverse workforce to achieve high levels of individual, team, and organisational performance. 
Act as a role model and academic exemplar to others – maintaining an appropriate contribution to teaching, and research and innovation outputs, providing support, expert advice and mentoring to staff and students  
A strong commitment to the university’s values and to role modelling these through everyday actions and behaviours, ensuring values are evident in all school activities  
Substantial record of academic achievement across teaching, research and/or professional practice in a relevant subject area. 
Highly developed interpersonal, communication and collaborative skills, including the ability to use advocacy and negotiating skills to effect change, organisational development, and effectiveness. 
Knowledge and understanding of the changing HE external and regulatory environment in the UK and internationally, and the key challenges these bring for the school. 

	

	Desirable

	ED1

ED2

ED3


ED4
	A track record of cross school leadership activities or within a unit of significant scale. 
Experience of successfully managing major change initiatives. 
Experience of working with external agencies such as QAA, Higher Education Academy, Research Councils, SFC, Government, etc. 
Research record that can be submitted to REF. 

	




Behaviours
	
	
	
	Evidence
A = Application I = Interview

	Essential

	BE1

BE2

BE3



	A creative thinker who is approachable and has a high level of personal integrity. 
A strategic thinker who translates strategy into effective action 
A passion for achieving an inclusive experience for staff and students, and empowering others to succeed, with a commitment to continuous improvement. 

	

	Desirable

	BD1
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