THE IVANE JAVAKHISHVILI TBILISI STATE UNIVERSITY  

Director Quality, Postgraduate Research and Academic Projects

POSITION DESCRIPTION
	Position Title


	Director: Quality, Postgraduate Research and Academic Projects 



	Corporate Structure Unit


	Rector’s Office

	School/Division


	Rector’s Office

	Responsible to


	Vice-Rector (Academic)

	Supervised by


	Vice-Rector (Academic)

Vice-Rector (Research)



	Level


	Individual Employment Contract

	Continuing/Fixed-term


	Continuing

	Full-time/Part-time


	Full-time including study breaks and student vacations



	Hours of Work


	8.30 am - 5.00 pm with one hour for lunch

	Other Conditions of

Employment


	The appointment is subject to an Individual Employment Agreement.

	
	Approved: 




(Human Resource Adviser)

Date:  





Position Title            Director: Quality, Postgraduate Research and Academic Projects 

General

The Vice-Rector (Academic) is responsible for providing effective academic management and leadership in the University in order to support and advance its strategic vision. In particular, the Deputy Vice-Chancellor (Academic) has particular responsibility for the University’s academic strategy, overseeing the planning, development and review of academic programmes, academic quality and curriculum development.  The role also includes a wider regional focus, promoting and linking the University to its regional communities by building productive relationships and alliances.

The Vice-Rector (Research) has particular responsibilities for providing effective leadership in the enhancement of the University’s research culture including the oversight of matters relating to the Performance Based Research Fund, relationships with commercial and innovation partners, and the fostering of an environment for successful postgraduate research.

The position of Director: Quality, Postgraduate Research and Academic Projects, is intended to provide advice, analysis, executive support and project management services to a number of activities of these Vice-Rectors.

Position Purpose
In the area of Quality:   To manage the establishment and implementation of an Academic Quality Framework which encompasses all of the teaching and learning activities of the institution. To ensure quality outcomes are identified and good practice is promoted.   To prepare regular reports on the investigation and resolution of quality issues.  To develop the institutional self-review portfolio in line with the timeframe, and to ensure standards are set for data provided by the University for independent Academic Audits.   To achieve a momentum for future Academic Audits through the development of an infrastructure that enables quality and continuous improvement strategies and provides coherent linkages within the University.  To monitor and analyse national and international developments in the management of academic quality.

In the area of Academic Projects:  To provide advice and prepare strategy and position documents, undertake projects and offer general executive support to the activities of the Vice-Rector (Academic).

In the area of Postgraduate Research:  to provide leadership and strategic advice in higher degree research in the University so as to enhance the reputation of the University as a provider of high quality postgraduate research and research training.  To develop and provide training and professional development opportunities to support academic staff involved in supervision of doctoral candidates.  To provide and enhance support for postgraduate research students within the policy framework of the University’s Research Management Plan.  To monitor and analyse national and international developments in the management of postgraduate research.  To provide advice and prepare strategy and position documents, undertake projects and offer general executive support to the activities of the Vice-Rector (Research).  

	Major Actions
	Expected Results

	
	

	In the Area of Quality
	

	To manage the establishment and implementation of an Academic Quality Framework which encompasses all of the teaching and learning activities of the institution.

Identify consistent practice, best practice and areas for improvement in academic quality.


	Academic Quality Framework is developed, implemented and monitored.  An organisational culture of commitment to continuous improvement and recognition of quality needs is developed.

· quality systems, policies and processes are designed in order to maintain and improve academic quality.

· quality outcomes are identified and good practice is promoted.

· regular reports are prepared on the  investigation and resolution of quality issues.



	To prepare the University for independent Academic Audit Panels by 

· Identifying and compiling current policies for teaching and learning in the University for the self-review portfolio 

· Preparation of the self-review portfolio.


	The academic quality framework and the institutional self-review portfolio are developed in line with the timeframe and standards set for the independent Academic Audit process by the auditors.



	To provide leadership and oversight of activities of the Academic Audit Project Team which comprises Faculty and Departmental QA personnel .


	Effective leadership of the Academic Audit Project Team.

	To prepare for and facilitate visits by the independent Academic Audit Panel. Assist with publicity for the TSU Academic Audit Report.
	Visit of the independent Academic Audit Panel facilitated effectively and efficiently.



	To prepare the response to the draft audit reports from the Independent Academic Audit Panels.


	Response to Academic Audit Report completed in good time and to high standard.

	To undertake such other projects and activities appropriate to the enhancement of academic quality in the University.


	Projects completed in a timely and effective manner.

	To draft and maintain a Teaching and Learning Plan with teaching quality objectives in consultation with Schools/Faculty


	A Teaching and Learning Plan developed and sustained.

	To monitor the academic appraisal process and contribute to the development of related processes that enhance the appraisal process (e.g. student and employer opinion surveys).


	Recommendations made, as appropriate, for improvements in the appraisal process.



	To document policy in areas of professional development, probation, workload, and programme and qualification review.


	Policies undergo appropriate consultation and are implemented.

	To develop and use performance indicators and measures in association with the Academic Department and Departmental QA staff to determine the effectiveness of policies and practices in teaching and learning.


	Appropriate performance measures identified and demonstrated;  improved practice promoted by the use of sound data and interpretations.

	To be responsible for communicating information regarding academic quality processes and initiatives within, and where appropriate,  beyond the University.
	Stakeholders are appropriately informed regarding academic quality matters.


	In the Area of Projects
	

	To provide advice and prepare strategy and position documents, undertake projects and offer general executive support to the activities of the Deputy Vice-Chancellors (Academic and Research).
	Projects completed in a timely and effective manner.

	In the Area of Postgraduate Research
	

	To develop and maintain effective working relationships with academic units and staff of the University as necessary to enhance higher degree research.


	Effective working relationships maintained.

	On behalf of the Vice-Rector (Research), to attend to complaints and concerns from higher degree students and supervisors.


	Complaints and concerns resolved effectively.



	To implement appropriate action and monitor performance in achievements against the relevant objectives in the University’s Research Management Plan.


	Appropriate action taken and participation in the revision of the University’s Research Management Plan.

	To develop and provide supervisor and PhD examination convenor training and other mentoring programmes as described in the University’s Research Management Plan.
	Training programmes developed and delivered.



	To provide appropriate advice to convenors of PhD examinations for dealing with difficult or unusual circumstances.


	Advice provided in a professional manner.

	To take appropriate action consistent with the University’s PhD regulations and associated guidelines when examiners are unable to agree on a result.


	Appropriate action initiated and matters resolved in a manner consistent with the University’s PhD regulations and associated guidelines.

	To maintain a current understanding of national and international policies and developments in the management of higher degree research.


	Advice provided to Vice-Rector (Research) is informed by current understandings.

	To analyse survey and other data with a view to promoting improved practice in the area of higher degree research.


	Improved practice promoted by the use of sound data and interpretation.




Any other duties as required that are consistent with the position held, other than in exceptional circumstances such as rehabilitation after injury or sickness.

NOTE:
General staff have an annual professional goal setting interview with their supervisor.  New staff will normally attend such an interview approximately three months after taking up their appointment.

The position involves most frequent contact with:

	Contacts
	Purpose of Contact

	
	

	Vice-Rector (Academic


	Day-to-day direction and supervision, discussion of work and sharing of information and advice.

	Vice-Rector (Research)


	Discussion of work and sharing of information and advice. Direction and consultation over actions listed above as these relate to Postgraduate Studies

	Senior staff of the University


	Liaison, consultation, support and advice.

	Academic Audit Team


	Provide leadership, liaison, consultation and advice in relation to academic quality.

	University committees, in particular the Teaching Quality Advisory Group and the Postgraduate Studies Committee


	Provide advice and input in relation to the committees and working parties.

	Academic staff of the University, particularly those involved with higher degree students


	Advice, consultation, liaison and communication.

	Ministry of Education, Independent Academic Audit Unit and other external agencies


	Liaison, consultation and advice.

	Quality and planning staff at other universities


	Information sharing, liaison, and communication regarding academic quality and audit processes.


Person Specification

	Essential
	Preferred

	Educational Qualifications
	

	· A PhD is essential.


	

	Training, Skills and Knowledge
	

	· Demonstrated experience in undertaking research and research supervision at the postgraduate level (academic standing at the level of Associate Professor would normally be expected).

· Extensive tertiary teaching experience with experience and knowledge of curriculum development.

· Proven ability at the level of senior management, including human relations and financial management.

· Strategic leadership skills and experience.

· Effective communication skills (both written and verbal), and attention to detail.

· Data modelling experience.

· Experience in, or understanding of, project planning and control (or the ability to rapidly gain such an understanding).

· A professional, accountable, pro-active and service-oriented approach.

· The ability to act independently and as part of a team, and to work within set time frames.

· Excellent interpersonal and leadership skills.

· Excellent and proven organisational skills.

· In-depth knowledge of the tertiary education environment is essential.

· Detailed understanding of University regulations and procedures (or the ability to rapidly gain such an understanding).


	

	Personal Qualities
	

	· A strategic thinker with a broad focus.

· Strong natural leadership qualities.

· Energetic and a positive attitude to change.

· The ability to establish trust and credibility.

· A high level of discretion in dealing with confidential matters.

· The ability to interact effectively, tactfully and diplomatically with a wide range of individuals.

· Capacity to accept responsibility, show initiative and exercise judgement.

· High credibility with academic staff.
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