EXAMPLE 

PGT Director Role - Job Specification

Overview

Lead and manage all aspects of the MSc from advertising and recruiting students, reviewing course content, supporting lecturing staff, coordinating assessment and feedback and links with external examiner and contributing and implementing University policy via committee participation. 
Management

Work closely with course administrator (Re: timetable, rooms, induction, marking, external examiner etc) and recruitment officer re applications/admission criteria)

Consult with HODA as required

Support lecturers and TAs

Recruitment and enquiries (all year).

Rolling advertising (updating website), (emailing networks, links, practitioners, short course attendees, bursary adverts jobs.ac.uk, emails to short course list)

Personally responding to email enquiries. Inviting candidates for a visits and showing around

Allocating bursaries and compiling short list. 

Develop funding links/sponsorship with practitioners

Follow up contact via Director

School Office sends out registration packs/accommodation details etc

Monitor acceptances and refer to short list as needed

School office collates applications, checks qualifications/language scores and sends out letters

Look to networks for sponsorship/alumni/organisations

Induction, registration, supervisors 

Update course handbook/website

Ensure BB updated including programme resource

Host induction lunch and presentations from lecturers

Advice FT/PT students re module choices

Organise social evening/gatherings ensure lecturers attend

Allocate personal tutors/dissertation supervisors

Appoint course representative

Lead on integrating students into DA eg seminar attendance/social

Sign off extensions and interruption requests

Highlight PhD opportunities

Circulate RA/job opportunities

Support self-study groups

Help organise lunchtime/social gatherings

Oversee peer review of lecturers

Course Content

Regularly review course content to reflect innovations and new research methods and skills
Review on-line presence including use of Blackboard

Lead on plagiarism communication/reminders
Link with DTC re module sharing/integration

Quality assurance of DTC modules

Quality assurance of shared modules from other DAs
Assessment

Ensure assessment tasks are accurate (eg tests) consistent (eg essay word length) and in line with University guidelines

Allocate marking tasks (1st and moderator)

Ensure marking completed on time

Ensure feedback is high quality

Lead on dissertation training sessions and organise presentation day (video)

Monitor supervision up take

Monitor lecturer feedback/use of office hours and emails response times

Make sure new modules are peer reviewed pre and after launch

Training

Lead training for teaching assistants

Provide mentoring for personal tutors and dissertation supervisors

Ensure staff skills in Blackboard

Arrange peer review of new staff

Resources

Ensure high quality teaching rooms where possible

Minimise room double booking
Reporting

Chair programme meetings and twice yearly Exam Board 

Keep staff informed University policy changes etc

Ensure meeting notes are kept by administrative assistant and actions delivered

Support course rep in their reporting role

Champion completion of UEQs each term student survey

Communicate with external examiner. Follow up actions. 

Appoint new external examiner one as required

Organise peer review of lecturers and teaching assistants

Complete annual reviews, lead 5yr periodic reviews

Link with PGT re possible PhD applications

Committees

Attend School PGT committee

Report into DA committee

Prepare for 5-Year Reviews/Programme reviews

Link with Pathway DTC lead/committee
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