Job Description – Dean of Graduate Studies

The Dean of Graduate Studies is elected by the Faculty Board and his/her appointment as joint Faculty Education Director is confirmed by the Pro-Vice-Chancellor (Education). This job description will require updating once these details are agreed. The Dean of Graduate Studies is responsible to Dean of the Faculty and to the Faculty Board, and his/her role is to support the Dean in managing postgraduate education within the faculty. 

The typical time commitment for the work of a Dean of Graduate Studies is 30-50%. The normal period of office is three years in the first instance.

It is recognised that the job description of the Dean of Graduate Studies will need to be adapted to suit the needs of individual faculties. This generic job description has been developed to assist faculties and postholders. The main duties of the Dean of Graduate Studies include the following:

A) Development and implementation of University and Faculty policy on postgraduate education

1. through membership of the University Graduate Studies Committee, acting through Education Committee, to lead the development of University policy on postgraduate education

2. to contribute to the development of University policy in areas affecting postgraduate students, through membership of Education Committee and other University-level committees and working groups (Appendix A shows current representation of the University Graduate Studies Committee on such committees and groups)

3. to approve the appointment of internal and external examiners for research degrees 

4. through membership of the Research Degrees Examination Board, to make academic decisions involved in the process of examination for higher degrees assessed mainly by dissertation 

5. to take the lead in the development of new programmes of postgraduate study

6. to work with the Dean and the undergraduate Faculty Education Director in the development of faculty policy on postgraduate education

7. to lead the implementation of policy on postgraduate education within the faculty and deal with associated correspondence and casework

B) Interaction with students and staff within the faculty

1. to advise on postgraduate admission procedures

2. to help students to access appropriate funding opportunities, in consultation with other parts of the University, including the Student Funding Office

3. to guide decisions relating to postgraduate student progress and take a leading role in monitoring postgraduate student progress at faculty level 

4. to provide academic and pastoral advice to postgraduate students referred by departments, and to deal with casework on issues involving postgraduate student progress, appeals, individual and group complaints and representations from groups of students about programmes and units

5. to advise staff with postgraduate student advisory roles within the faculty

6. to approve extensions and suspensions of study

7. to oversee the updating of information provided by the faculty for current and prospective postgraduate students, including the faculty entry in the Postgraduate Prospectus

8. to liaise with faculty quality assurance teams and support implementation of their recommendations relating to postgraduate education

C) Liaison within and between faculties 

1. to chair the Faculty Graduate Studies Committee, and the Faculty Examinations Board for postgraduate taught programmes

2. to chair other relevant faculty committees and working groups, and report on their activities to the faculty board and other relevant committees

3. to contribute towards the work of the faculty senior officers group, including  membership of the faculty board and other faculty committees as appropriate

4. to maintain an overview of skills development programmes within the faculty and, in consultation with the Dean, be responsible for the spending of skills development funding allocated to the faculty

5. to determine the appropriate route for postgraduate programme and unit approval

6. to liaise with departments in order to encourage consistency in arrangements underpinning postgraduate education throughout the faculty

Faculty support for the role

The Dean of Graduate Studies is a key member of the faculty’s senior management. In order for him/her to fulfil his/her responsibilities effectively, the Faculty will:

· involve him/her in relevant decision-making at faculty level

· ensure that (s)he is kept informed about issues relevant to postgraduate education within the faculty, including papers and outcomes of meetings of relevant University and faculty Committees

· provide him/her with appropriate administrative and secretarial assistance

_________________________________________________________________________________

APPENDIX A
Representation of the University Graduate Studies Committee on other University and external committees and working groups (information correct as of 1 September 2008)
	Senate

	EPSRC Collaborative Training Account Board

	Great Western Research University Management Board

	International Student Support Steering Group

	Placements Working Group

	Skills Group

	Student Affairs Committee

	Student Finance Strategy Group

	Student Systems Programme Board

	Widening Participation and Admissions Strategy Group

	Working Group on Plagiarism and Examinations Cheating


Representation of the University on external groups

	Coimbra Group Doctoral Training and Research Task Force

	SW Research Alliance - Strand 5 (postgraduate training) Group

	Vitae South West and Wales Hub


