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Job Description 

 

Job Title: Taught Programmes Coordinator 

Department/Division/Faculty: Grantham Institute - Climate Change and the Environment, Faculty of 
Natural Sciences 

Campus/Location: South Kensington Campus  

Job Family/Level:                            Professional Services Level 3a (Salary scales) 

Responsible to:              Director of Training 

Line Management for:                   N/A 

Key Working Relationships 
(Internal): 

You will work closely with the Director of Training, the Course 
Management teams, and other key members of the Grantham 
Institute and of the Centre for Climate Change and Innovation (CCCI). 
You will also be required to work with the Student Registry and a 
range of colleagues from various departments at Imperial.  

Key Working Relationships 
(External): 

Business partners and organisations linked to the Grantham Institute, 
Centre for Climate Change and Innovation and the wider ecosystem. 

Contract type:  Full-time, fixed term for 2 years (with possibility of extension, part-time 
considered) 

Purpose of the Post 
The Grantham Institute is expanding its education portfolio, including commencing a new Masters course 
with the Department of Chemistry – Masters in Climate Change, Innovation and Entrepreneurship (CCIE). 
The first intake will likely commence in October 2022. If the course is delayed until 2023, you will use the 
first 12 months to help set the course up whilst supporting other Grantham Institute teaching activities.  
 
The CCIE Masters will be based mainly at the Royal Institution, along with the Centre for Climate Change 
and Innovation, with time also spent on the White City Campus. A key aspect of this programme is the co-
location with the CCCI and other industry and having access to the entrepreneurial network in London. 
The Taught Programmes Coordinator is responsible for assisting with the establishment of the 
programme, as well as the effective and efficient delivery of the CCIE Masters once it commences.  You 
will be required to work flexibly in order to meet demanding service delivery and customer service 
requirements and to ensure an excellent student experience on the programme. You will be expected to 
routinely evaluate procedures and proactively suggest operating developments to the management team.  
 
In addition to the new Masters course, the Grantham Institute has a range of other taught programmes 
that this post will support. These include the expanding Masters in Climate Change, Management and 
Finance (CCMF), Massive Open Online Courses (MOOC), Small Private Online Courses (SPOC), an 
Executive Education Programme, and special projects. The post will provide administrative support 
across the education portfolio as needed.  
  

Key Responsibilities 
 
Course management and coordination 

• Work with the management team to establish the new CCIE Master’s programme  

• Organise, manage and deliver the Master’s programme and day-to-day student procedures, in 
collaboration with the Course Directors, Teaching Fellow and Programme Manager. 

• Manage the student timetable and space management for each module, as well as organising 
student teams. 

https://www.imperial.ac.uk/human-resources/pay-and-pensions/salaries/
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• Produce and disseminate clear and concise information to staff and students in a timely fashion, 
using a variety of electronic and other media. 

• Liaise and coordinate with experts and lecturers for taught programmes.  

• Maintain all the Grantham Institute courses on Blackboard Learn Virtual Learning Environments 
and other learning technologies (Panopto, Teams etc.), as required. 

• Resolve issues/problems/queries raised by registered students, or by staff on taught programme 
related matters, provide advice on routine matters, and signpost to alternative sources of 
information/course of action where appropriate, to ensure that efficient day-to-day customer 
service is delivered. 

• Provide guidance and practical advice to students on Programme issues, such as interruption of 
studies, before referring the student on to the relevant Manager or Director 

• Provide comprehensive secretarial support to programme related meetings, ensuring efficient 
organisation and set-up, taking clear minutes and recording actions as well as highlighting and 
prioritising any issues for further investigation and preparing reports to support decision making 
(action plans). 

• Monitor the taught programmes courses budgets, reviewing regularly. 

• Work with the Grantham Institute, the Centre for Climate Change and Innovation, industry and 
other partners to seek collaborative opportunities, including internships, for the students. 

 
Analysis and reporting 

• Prepare with absolute confidentiality, sensitive documents. 

• Provide the Programme management with programme reports, metrics and data to highlight 
issues on the programmes for further investigation and to support decision making. 

• Compile information for Grantham reports. 

• Plan and prepare external examiner meetings, collating all information and metrics required in 
liaison with the Programme management team.  

• Liaise with the relevant departments and Imperial College Postgraduate regulatory bodies, 
providing data as requested. 

 
Assessment management 

• Maintain familiarity with College procedures and rules governing Master’s examinations and award 
regulations.  

• Set up all report templates for each course at the beginning of each year, ensuring that formulae 
are working correctly, that modules are correctly weighted, and the spreadsheets are protected to 
prevent changes to format and design. Ensure that Banner also correctly reflects the course 
structure. 

• Set up coursework submissions on Blackboard, monitoring students’ submissions and recording 
extensions where applicable through mitigating circumstances. 

• Undertake assessment paper preparation, ensuring that the papers conform to the regulations and 
that all amendments have been checked and recorded and that external examiners are contacted 
where appropriate. 

• Assist with assessment preparation arrangements, including inviting external assessors, 
organising space and presentation timetable. 

• Oversee the collection of all coursework marks, cross checking all marks; collating results data; 
disseminating provisional results and feedback to students; ensuring that deadlines are met and 
final results are ready for meetings. 

• Arrange, prepare paperwork for, attend and minute Assessment meetings.  

• Advise on and receive mitigating circumstances and deadline extension request applications from 
students; liaise with Course Directors and organise Mitigating Circumstances Panels to consider 
applications in a timely and professional manner, ensuring confidentiality.   
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Communications and Events 

• Work with relevant the Grantham Institute, Imperial Departments and students to organise and 
promote workshops, seminars and colloquia, and networking activities. 

• Assist with planning the induction programme and welcome events. 

• Manage cohort building activities such as student social events and informal lunches for education 
programmes.  

• Take responsibility for compiling, reviewing, and updating course handbooks. 

• Assist with taught programme recruitment campaigns. 

• Manage the taught programmes webpages. 

• Create content for social media platforms, such as LinkedIn and Twitter to promote and share 
information on programmes. 

 
General duties 

• Continuously explore ways to improve the student experience. 

• Act as first point of contact for students experiencing problems – academic, financial, personal – 
and ensure the efficient operation of pastoral care and student welfare procedures. 

• Coordinate special projects and student engagement. 

• Liaise with student representatives, providing assistance and guidance as needed.  

• Compile reports for quality assurance. 

• Engage with the alumni network. 

• Identify and enact improvements in procedures and processes. 

• Assist the Programme Manager in predicting student numbers, providing data and statistics to 
support decision-making. 

• Provide administrative support to Grantham Institute Education programmes as needed. 

• Provide students with standard and non-standard letters to confirm their status. 

• Equality and Diversity: To ensure that all students are treated according to the principles set out in 
the College’s Equal Opportunities Policy and to promote and develop best practice in this area. 

 
In this role, you may be required to occasionally work outside of core office hours. 
 
Please note that job descriptions cannot be exhaustive and the post-holder may be required to 
undertake other duties, which are broadly in line with the above key responsibilities. 
 

  

Person Specification 

 

Requirements 
Candidates/post holders will be expected to demonstrate the following:  

Essential (E)/ 
Desirable (D) 

Education  

Educated to at least A-Level standard in a relevant discipline or have equivalent 
experience, with an interest in climate-related issues 

E 

Professional qualification in project or event management D 

Experience  

Significant experience of administration in Higher Education particularly in 
programme administration, student administration or outreach and recruitment 

E 

Experience working in a complex environment with multiple stakeholders  E 

Strong experience working in a customer focused office environment E 

Significant experience in event management E 

A demonstrable interest in the education sector E 
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Proven experience of creating and managing systems to track and store programme 
related data  

E 

Experience of producing clear and concise material in written and tabular form E 

Strong experience of working effectively within a team E 

Experience using web editing tools E 

Significant experience in establishing and managing effective relations with diverse 
groups in order to deliver projects or activities 

E 

Experience of managing or coordinating multiple projects, activities or events to time 
and to budget 

E 

Experience of monitoring expenditure and accurate financial record keeping E 

Experience of taught programme administration D 

Experience of working with industry partners D 

  

Knowledge  

Understand the support required by postgraduate students D 

Working knowledge of a range of computer-based procedures and software 
packages, including Microsoft Office (Word, Excel, Access and Outlook), with a 
willingness to learn and work with new software packages.  

E 

Understanding of and regard for confidentiality and security E 

  

Skills & Abilities  

Ability to manage a busy workload, prioritise and manage own time effectively E 

Operational excellence - a concern for detail, work completed to a high level of 
accuracy and the ability to meet internal and external deadlines 

E 

Customer service oriented – flexible, versatile and always willing to help E 

Excellent personal organisation     E 

Ability to use spreadsheets and databases to record and analyse information  E 

Ability to deal with change in a positive way  E 

Ability to show initiative and take decisions on routine matters, exercising judgment 
on when to refer issues to management 

E 

Excellent interpersonal and communication skills, with the ability to relate effectively 
with others at different levels including students, academics and colleagues in other 
areas of education administration 

E 

Reliable and responsible with excellent time-keeping E 

Ability to produce clear, concise written material for different audiences E 

Strong analytical skills – ability to identify issues and propose recommendations and 
solutions 

E 

Ability to deal sensitively, assertively and diplomatically with people at all levels E 

Familiarity with social media in a professional capacity  D 

Interested in climate change and the environment D 
 

Further Information 

 

Please note that job descriptions cannot be exhaustive, and the post-holder may be required to undertake 
other duties, which are broadly in line with the above key responsibilities. 

 

Imperial College is committed to equality of opportunity and to eliminating discrimination. All employees are 
expected to follow the Imperial Values & Behaviours framework. Our values are:  

• Respect               

https://www.imperial.ac.uk/about/values/our-values/
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• Collaboration 

• Excellence           

• Integrity 

• Innovation 

Employees are also required to comply with all College policies and regulations paying special attention to: 
Confidentiality, Conflict of Interest, Data Protection, Equal Opportunities, Financial Regulations, Health and 
Safety, Information Technology, Smoking, Private Engagements and Register of Interests. They must also 
undertake specific training and assume responsibility for safety relevant to specific roles, as set out on the 
College Website Health and Safety Structure and Responsibilities page. 

The College is a proud signatory to the San-Francisco Declaration on Research Assessment (DORA), which 
means that in hiring and promotion decisions, we evaluate applicants on the quality of their work, not the 
journal impact factor where it is published. For more information, see https://www.imperial.ac.uk/research-
and-innovation/about-imperial-research/research-evaluation/ 

The College believes that the use of animals in research is vital to improve human and animal health and 
welfare. Animals may only be used in research programmes which are ultimately aimed towards finding new 
treatments and making scientific and medical advances, and where there are no satisfactory or reasonably 
practical alternatives to their use. Imperial is committed to ensuring that, in cases where this research is 
deemed essential, all animals in the College’s care are treated with full respect, and that all staff involved with 
this work show due consideration at every level. Find out more about animal research at Imperial. 

We are committed to equality of opportunity, to eliminating discrimination and to creating an inclusive working 
environment for all. We therefore encourage candidates to apply irrespective of age, disability, marriage or 
civil partnership status, pregnancy or maternity, race, religion and belief, gender identity, sex, or sexual 
orientation. We are an Athena SWAN Silver Award winner, a Disability Confident Leader and a Stonewall 
Diversity Champion. 

April 2022 

https://www.imperial.ac.uk/safety/safety-by-topic/safety-management/health-and-safety-management-system/structure-and-responsibilities/
https://www.imperial.ac.uk/research-and-innovation/about-imperial-research/research-evaluation/
https://www.imperial.ac.uk/research-and-innovation/about-imperial-research/research-evaluation/
http://www.imperial.ac.uk/research-and-innovation/about-imperial-research/research-integrity/animal-research
https://www.imperial.ac.uk/equality/accreditations/athena-swan/
https://www.imperial.ac.uk/equality/accreditations/disability-confident/
https://www.imperial.ac.uk/equality/accreditations/stonewall/
https://www.imperial.ac.uk/equality/accreditations/stonewall/

