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Policy Manager Job Description 

___________________________________________________________________________ 

POSITION OVERVIEW 

Department Quality  

Location Devon House, London/Remote (Hybrid) 

Term Full-time; permanent 

Salary  Up to £38,000 per annum, depending on experience 

Benefits Generous benefits package including 25 days holiday allowance 

(excl. Bank holidays), group life assurance, group income 

protection, pension schemes and private healthcare (optional) 

Reports to      Head of Quality Assurance 

 

Reporting to the Head of Quality Assurance, the overall purpose of this post is to contribute to 

the strengthening and development of the College’s policies and procedures, ensuring 

compliance with external regulations and implementation across College stakeholders.  

 

DUTIES AND RESPONSIBILITIES 

Policy Management 

● Ensure that the College’s policies and procedures are compliant with external 

regulators, such as the OfS Regulatory Framework; OIA Good Practice 

Framework; and QAA UK Quality Code. 

● Maintaining version control of policies and procedures, including coordinating the 

production of documentation. 

● Manage the Core Document Register, including tracking the review and updating 

of policies and procedures; supporting the owners of the documents with their 

review; ensuring the documentation is submitted to the approving committee in 

good time; and working with relevant staff to ensure timely publication of 

approved documents. 
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● To produce associated documents, such as guidance and forms. 

● To lead the implementation of policies and procedures to all College stakeholders. 

● To act as Secretary to the Policy and Compliance Committee. 

General 

● Developing and maintaining excellent relationships with staff to ensure consistent 

application of regulations and policies, advising/briefing/training staff as 

necessary. 

● Assisting the Head of Quality Assurance to ensure compliance with external 

requirements e.g. OfS, QAA, HESA, OIA, and CMA. 

● General administrative duties to include minute taking, diary management, 

coordinating internal and external meetings, assistance with presentation 

preparation, room and travel arrangements, etc. 

● Supporting role to Head of Quality Assurance when required. 

 

Other duties 

● Any other duties commensurate with the level of responsibility of this post, for 

which the post holder has the necessary experience and/or training and as 

instructed by the Head of Quality Assurance and Senior Management. 

● To provide administrative support to Academic Services during peak periods. 

● Occasional travel and work in unsociable hours will be required. 

 

Personal Specification 

Specification Assessment criteria 

Essential/ 

Desirable 

Application Interview Skills 

Education, Qualifications and Training 

Honours degree or equivalent professional or 

vocational qualification  

D A   

Experience  

Knowledge and experience of regulatory 

frameworks in Higher Education 

E A I  
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Experience of working with external quality 

assurance agencies, professional bodies 

and/or collaborative partners 

E A I  

Experience of committee servicing E A I  

Experience of providing training for staff 

and/or students 

D A I  

Skills and aptitudes 

Ability to analyse and understand complex 

regulatory and procedural documentation 

and quality issues 

E A I  

Excellent interpersonal skills to work with 

staff at all levels, including senior academic 

colleagues in College and beyond 

E  I  

Excellent report and writing skills E A  S 

Ability to display discretion, particularly 

when handling confidential documents 

E  I  

Ability to prioritise workload, exercise good 

time-management and the ability to work to 

deadlines, and excellent organisational skills 

E A I  

Ability to pay close attention to detail E   S 

Good IT skills, including using Word, Excel, 

email, Internet and VLE 

E   S 

 

Please note there will be competency-based tests at interview, which will require no 

preparation. 

 

APPLICATION PROCESS  

Applications should be made via this link by 20.00, 22 November 2021. Please reference 

your application “POM1021”. Participation in the equal opportunities section is encouraged, 

but voluntary. 

Applications must include a covering letter of no more than one page and a full curriculum 

vitae. Due to the urgency of this role applications will be reviewed on receipt, and it is possible 

that an appointment will be made prior to the closing date of this job advert. Applicants are 

therefore encouraged to submit applications at the earliest opportunity.  

Applications are welcome from all sections of the community and will be judged on merit 

alone. Candidates must be able to demonstrate their eligibility to work in the UK in accordance 

with the Immigration, Asylum and Nationality Act 2006. The College is not able to provide 

sponsorship on this occasion.  

https://share.hsforms.com/1p3G6XPo_QD-X7V9aRnSTYQ2peji
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About the College 

Founded in 2012, with the aim of providing the highest quality of education in the humanities 

and social sciences, New College of the Humanities at Northeastern has established itself as a 

prestigious higher education institution based in the heart of London. We offer a unique and 

broad liberal arts-inspired curriculum with highly personalised teaching, which may include 

tutorials. The College is undergoing an exciting period of growth, having become part of 

Northeastern University's global network in early 2019. 

 


