
JOB PACK

Academic Registrar



OUR MISSION

Each year, over 700,000 children in England 
rely on the support of a social worker. These 
children and their families face some of the 
worst life chances, but we know that great 
social work has the power to change this. That’s 
why we recruit and develop outstanding 
individuals to be social workers and leaders to 
transform the lives of the most vulnerable 
children and families.

We recruit and develop outstanding individuals to be social 
workers and leaders to transform the lives of the most 
vulnerable children and families. We also develop first line 
managers through Firstline, our leadership programme for those 
directly managing practitioners. The Frontline Fellowship is a 
movement of outstanding individuals who are applying 
themselves to address social disadvantage in different ways, 
and who have completed one of our programmes.

We are looking for outstanding people from diverse 
backgrounds to join our organisation to lead and support the 
running of these core areas of work to achieve fantastic results 
for children and families. We want to achieve this whilst striving 
to achieve a culture of freedom and responsibility. Read on to 
find out more about this culture and what we are looking for in 
this role.



FREEDOM AND RESPONSIBILITY:
OUR CULTURE

To become an outstanding organisation, we need to both let go of 
control and expect much more of one another. If we can manage 
this feat, you will be surrounded by a team who can solve 
problems, speak with candour, communicate expectations and give 
one another the space and support to achieve fantastic results 
for children and families. This is what we call a culture of freedom 
and responsibility.

How do we make it happen? Freedom without responsibility results in 
chaos – confusion, frustration, a lack of accountability. Responsibility 
without freedom breeds a rigid focus on following rules and process, 
even when professional judgement and creativity would produce 
better results. It can result in people doing things right without doing 
the right thing. Because of this, we need to have huge levels of both 
freedom and responsibility. The most important word is not freedom, 
nor responsibility, but and.

https://thefrontline.org.uk/wp-content/uploads/2019/04/Freedom-and-responsibility-v3-website.pdf


DIVERSITY AND INCLUSION

Frontline is an employer that takes equal opportunity seriously and 
seeks to walk the talk. 

We believe that the strongest performing teams have a lot of 
difference in them. Our employees come from a range of backgrounds 
and with various expertise. We are committed to anti-discriminatory 
practice and are actively seeking to bring people with different lived 
experiences into the organisation.

We promote inclusive leadership and aim to achieve a workforce that is 
diverse in age, disability, ethnicity, gender identity or expression, race, 
religious belief, sexual orientation, social background and any other 
forms of identity.

We voluntarily complete a gender pay analysis, which demonstrates 
that our approach to pay and reward is fair irrespective of gender. We 
are committed to taking an inclusive approach to recruitment. 

We use a system called Applied, which helps to remove bias from the 
selection process by anonymising applications. We ask for a CV but will 
only use it at the interview stage and not to shortlist. We are proud to 
have won the Pink News Third Sector Equality Award 2019.

We are committed to ensuring all employees have the relevant 
knowledge to support these aims. We design and deliver workshops and 
training around diversity, inclusion and belonging.

In addition, all of our activity and teaching has a strong focus on anti-
discriminatory practice, inclusion and practitioner reflexivity. As a result, 
our programme participants reflect on their identity, the lives of the 
children and families with whom they work and their experiences.



THE ROLE

The purpose of your role:

We are seeking an experienced registrar with excellent judgement and exemplary 
knowledge of academic regulations within HEIs who can ensure programme 
compliance whilst looking for creative solutions as needed that ensure our 
participants get the best possible experience from the registry team.

The two-year Frontline programme offers participants an exciting route into a 
challenging career in children’s social work. At the end of the two years, 
participants will have achieved a Master’s degree in social work, which is awarded 
by Lancaster University (LU), our accrediting Higher Education Institute (HEI) 
partner.

The Frontline Registry Team’s placement is unique when compared with 
conventional HEI Registry Teams, due to acting as an intermediary between LU and 
Frontline. Although you will be an expert in our partner university’s processes and 
procedures, you will be based in Frontline’s head office championing Frontline 
innovations and improvements.

The Academic Registrar will work closely with Frontline’s Curriculum and Delivery 
teams to ensure that the academic regulations governing the programme are 
adhered to and explicitly understood by participants and employees alike. They will 
be considered in when and how they disseminate participant information to these 
teams, ensuring that information is timely, digestible and easy to understand.

It is important that the Academic Registrar is comfortable with people management, 
as they will be expected to frequently liaise with high-level internal and external 
stakeholders, whilst leading a small registry team.

Reports to:
Operations Manager

Salary:
£41,000 plus competitive pension

Contract:
Full Time, Permanent

Location: London

The team you will be working in:
Programme Management

Closing date: 
9am Monday 8 March

Interviews: 
First round: Friday 12 March 

Second round: Friday 19 March 



THE ROLE

Summary of responsibilities:

This is an integral role aimed at ensuring that the Frontline Organisation has exemplary 
academic standards whilst remaining compliant to key regulations/requirements of the 
accrediting HEI. Key responsibilities include:

• Oversee the academic registry functions of the participant journey including, but not 
limited to, registration, assessments, external examiners, exam boards, exceptional 
circumstances and academic panel processes.

• Ensure the Registry team are providing an accessible and approachable support 
function for both staff and participants.

• Build strong working relationships within Frontline, particularly with Delivery and 
Curriculum acting as the face of Registry and offering support and advice to 
empower them to support their Participants.

• Build strong working relationships with key individuals and departments within 
Lancaster University, including Director of Studies, Assistant Registrar Student 
Records and Admissions, in order to enable a collaborative relationship.

• Preparation of information for Examination Boards, ensuring that eligibility for 
progression and graduation including professional registration with the Social Work 
England is assured.

• Custodian of all Frontline academic policies ensuring they are reviewed, updated and 
communicated effectively to relevant teams and participants.

• Provide training and guidance to internal teams on all Registry related policies and 
procedures and  academic administrative systems as required.

• Take responsibility for developing and overseeing a regular and concise reporting 
system of compliance information for the programme, ensuring details from all 
aspects of the team are covered and compliant with GDPR.

• Proactively ensure that all academic records are filed correctly and maintained in line 
with LU quality assurance guidelines, including maintaining participant records and 
sharing these through the correct systems.

• Extract, analyse and format academic data from the relevant systems as required for 
reporting purposes and share with relevant stakeholders for programme improvement 
and insight

• Keep up to date with any changes  to Lancaster Universities policies and Manual of 
Academic Regulations and Procedures (MARP), systems and processes, as well as 
any other academic-related guidelines which may be relevant to Frontline.



THE ROLE
Person Specification

Values and alignment
• Prepared to work in line with our values
• Committed to creating a culture of freedom and responsibility
• Committed to anti-discriminatory practice
• A willingness and ability to be fully aligned to, and be an advocate for, Frontline’s

purpose and theory of change across all areas of work including a:
o focus on having the highest standards for recruiting top talent into social work
o approach to our Fellows (alumni) that celebrates, encourages and recognises

individuals who are improving safety and stability for children whether they remain
in social work or work outside of the profession

o and a commitment that every child should have a safe and stable home and that
this is best supported by social workers who work alongside families

Experience, knowledge and skills.
• Extensive knowledge and administrative experience at a senior level within a Higher 

Education Institute/ Registry team
• Knowledge and experience of the QAA Academic Infrastructure.
• Knowledge of UK HE examination systems.
• Experience of using an HE student record system or a CRM database to ensure 

record keeping.
• Experience of interpreting and implementing procedural manuals and regulations.
• Ability to analyse and interpret information including data with strong attention to 

detail.
• Experience of leading, providing guidance and developing team members 
• Experience of building successful relationships with internal and external key 

stakeholders
• Able to develop innovative solutions and make judgements where precedent may not 

apply. 
• Experience of making rational and fair decisions where there may be a range of 

factors and possible solutions to be considered 
• Able to professionally debate and collaborate with colleagues to reach a solution for 

all. 
• Ability to communicate (verbally and in written form) clearly and concisely, and 

present information to colleagues on a regular and timely basis.
• Intermediate knowledge of MS Office functions (Outlook, Word, Excel and PowerPoint)
• Ability to work to deadlines and work under pressure.
• Knowledge of, or interest in, Social Work / Social Care is desirable 



THE ROLE

Requirements of the role:
• Right to work in the UK
• This post is subject to a police check of previous criminal

convictions with the Disclosure and Barring Service (DBS)

How to apply:
If this sounds like the right role and organisation for you, apply by 
following this link.

Want to find out more?
Please contact:
Francesca Waters, Operations Manager at 
Francesca.waters@thefrontline.org.uk 

https://app.beapplied.com/apply/mezv707mrg
mailto:Francesca.waters@thefrontline.org.uk

