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Maryvale Institute 
 

Maryvale Institute is an International Catholic College, the responsibility of the Archdiocese 
of Birmingham.  The Institute has over thirty years experience offering higher degree, 
degree and adult formation programmes through distance learning.  Further information 
can be found on https://www.maryvale.ac.uk/ 
 
A vacancy has arisen for an experienced administrator to take on the role of Registry 
Assistant on a fixed term, one year, full-time basis at a salary of £19,811, working 
remotely.  Library and related facilities are based in Maryvale House in Birmingham.  
 
Applicants should have a good standard of education, with relevant qualifications or 
equivalent experience.  They should have registry or educational administration 
experience, ideally gained in a higher education setting.  The role requires good IT skills 
using standard office software, including Word and Excel.  Proficiency with online meeting 
software such as Zoom or Teams is essential. Experience of servicing committees, 
including minute-taking and electronic record-keeping would be desirable. Experience with 
student record systems and education systems such as Moodle and Turnitin would be 
desirable. 
 
Those interested are invited to contact Dr Jenny Rees, Interim Registrar, for further 
information (call 07979 608496). 
 
Applications should take the form of a covering letter and a current CV and should be 
submitted to mailto:registry@maryvale.ac.uk by 24th October 2022.  The names and 
contact information of two referees should be provided.  References will be taken up for 
the selected candidate before appointment can be confirmed. 
 
Interviews will be held remotely on 1st or 4th November and applicants should advise their 
availability for interview on those dates. 
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Registry Assistant 

The Registry Assistant works as part of a small team of administrative staff supporting the 
Institute’s higher degree, degree and adult formation programmes. The Institute’s 
academic work is led by the Academic Dean. The programmes and academic support for 
students are the responsibility of Programme Directors.  The interim registrar provides 
support and guidance. 
 
Responsibilities 

These are indicative of the responsibilities of the role; they are not comprehensive. 
Detailed work lists exist for several of the headline responsibilities given here.   

 Co-ordinate the Institute student records system from the student portal, creating 
classes/year groups and maintaining records; 

 Support the online assignment/marking platform (Turnitin) and support/schedule 
online study sessions (Zoom/Webinar) as required; 

 Communicate with students regarding their examination arrangements and respond 
to their queries; 
 

 Work with programme staff and the Accessibility Co-ordinator to manage the 
examinations process; 

 Maintain secure records of examination papers and examination board 
proceedings; 

 Manage examination scripts securely and in accordance with the Institute’s records 
policy’; 

 Represent the Registry at examination board meetings and communicate with 
validating bodies according to their requirements; 

 From the student records, produce annual transcripts and diploma supplements; 
 

 Arrange the printing and signing of degree and other certificates; 
 

 Be part of the team organising graduation and award ceremonies; 
 

 Provide cover and support for the programme administrators ensuring 
administrative continuity and good support for students; 

 
 Undertake such other duties as are required, commensurate with the role. 

 
 


