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This role will attract applicants who are excited by the prospect of using their administrative, 
organisational and team management skills to support the delivery of quality education in a faith-based 
context. 
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Belfast Bible College is an evangelical 
interdenominational College, seeking to serve the 
Church both at home and overseas. We are 
committed to providing theological education 
which equips 21st century disciples for living out 
their faith in today’s world. We are passionate 
about providing education which combines 
academic rigour, practical outworking and 
committed discipleship. We aim to help our 
students develop as creative and reflective 
thinkers and practitioners who are enthusiastic 
about life-long learning and personal 
development.  

 

The College community of staff and students 
meets together regularly during the teaching 
semesters both in small groups and altogether for 
worship, prayer and fellowship. Integral to the 
student experience are opportunities for service 
and ministry within and beyond the college 
campus. Students undertake diverse practical 
training placements on a weekly basis and serve 
for more intensive blocks of time in various 
contexts and locations from here in Northern 
Ireland to the farthest corners of the earth. These 
placements provide opportunities to put into 
practice what they are learning in their course and 
to enhance that learning by experience and 
reflection on that experience.  

 

The College currently offers a wide range of 
programmes from Evening Classes to 
Postgraduate Programmes. The majority of our 
full-time students, around 125, are enrolled on our 
Undergraduate Programme which is validated by 
the University of

Cumbria. This programme captures the distinctive 
ethos of BBC with its emphasis on combining 
study, devotion and practice achieved through the 
structure of the degree, the modules offered each 
year and the commitment of those involved in 
lecturing on the programme to the overall aims of 
the college. 

 

In addition to the BA in Theology validated 
through the University of Cumbria, the College 
provides an Evening Class Programme and has an 
active Women’s Study Fellowship which meets 
weekly during term-time. Both programmes have 
a long history of providing a welcoming and 
stimulating learning environment for people of all 
ages and from all denominational backgrounds. 

 

Postgraduate studies are also available at Belfast 
Bible College. Students can study for a Graduate 
Diploma which is validated by the University of 
Cumbria. We launched a Masters in association 
with the University of Cumbria in the autumn of 
2018 which, with its flexible approach to learning, 
provides an opportunity for further study for those 
who are in employment.  

 

Belfast Bible College is a Christian organisation 
and we seek to reflect our Christian ethos in the 
way that we value our employees. 
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This role will attract applicants who are excited by the prospect of using their administrative, 
organisational and team management skills to support the delivery of quality education in a faith-based 
context. The successful applicant will be enthusiastic about working as a member of the Education Team 
and the College. They will share the vision of the College for creating educational programmes that 
equip students to be effective disciples of Christ in our contemporary setting and recognise the 
important role effective administration plays in fulfilling this vision. They will be able to demonstrate 
leadership and enjoy the challenge of running, developing and enhancing effective administrative 
processes within the demanding context of Higher Education.   

 

  Academic Administration Manager 
 

Director of Education   
 

        Belfast Bible College, Glenburn House, Glenburn Rd South,  
Dunmurry, Belfast, BT17 9JP. Northern Ireland 

 

  June 2019 
 
 

 
To lead and manage an efficient and effective academic administration office. This will involve: 
 

 supporting the lecturers and the Director of Education in the delivery of quality education 
 leading and managing the academic administration team (including line-management) 
 relating to other departments within the College to facilitate the smooth delivery of the College’s 

educational programmes 
 relating to external agencies such as Partner Universities and Government bodies to ensure internal 

college processes match external requirements 
 
The Academic Administration Manager will manage the existing arrangements for academic administration 
but is also expected to lead creative thinking about how these can be enhanced to meet the needs of the 
College and the changing context of Higher Education. As such, the role will involve making changes to 
established systems when needed.  
 
The post holder will have the skills needed to run, enhance and develop systems in a context where attention 
to detail and accuracy is extremely important.  
 
They will also need to be able to work alongside others within the college to ensure that systems are 
appropriate within the wider college context and are fully discussed and clearly communicated before 
implementation. 
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The Academic Administration Manager will work under the Director of Education to deliver high quality 
administrative support services for all the educational programmes of the College. 
 

 

 To run effective systems that support the 
work of the College’s educational 
programmes, enhancing existing systems 
where appropriate and being involved in 
assessing new systems and processes, 
giving recommendations as required.  

 
 To maintain and produce accurate records 

of student attainment, courses and 
modules run, timetabling and lecturer 
involvement. 

 
 To advise the Director of Education on 

administrative matters and offer realistic 
plans and proposals to resolve any 
administrative issues. 

 
 To work alongside the relevant member 

of Faculty supporting them in their 
leadership of specific academic areas and 
ensuring that adequate administrative 

support is provided by the academic 
administrative team as and when needed.  

 
 Escalate procedural matters to the 

relevant teaching staff where appropriate.  
 

 To ensure that the necessary policies and 
procedures are followed for all students 
on the College’s varied educational 
programmes. 

 
 To relate to any partner Universities with 

whom the College works and ensure that 
the administration of these programmes 
within the College is as required by the 
partner institutions.  

 
 To relate to government agencies such as 

QAA and other external bodies ensuring 
that the College processes comply with 
external requirements.  

  
 

 To create a happy and well-disciplined 
team, through effective line management 
of the academic administrator. 
 

 To allocate work as appropriate to the 
academic administrator and ensure it is 
completed to the necessary quality and in 
a timely way. 

 
 To undertake administrative tasks as 

required by the academic administrative 
team. 

 
 To oversee staff development and 

training as appropriate. 

 
 

 To provide personal assistance to the 
Director of Education. 

 
 Organize regular meetings of the Faculty, 

serving as Secretary to the meetings and 

ensuring the meetings run smoothly with 
the necessary paperwork provided and 
circulated in a timely manner. 

 Undertake any other reasonable duties as commensurate with the aims of the post and as requested 
by management. 

This description is not intended to establish a total definition of the role, but an outline of duties. 
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A degree or equivalent 
qualification. 

A degree or equivalent qualification 
in an appropriate discipline 
(Theology, Management, 
Education, Administration). 

 
Management & Leadership 
qualification (Level 3 or above).   
 

Recent experience of leading 
and managing a small team.  

 
Significant experience of 
administration. 

 

Experience of working in Higher 
Education. 
 
Experience of compliance with 
Government Agencies (e.g. QAA). 
 
Experience of working in a multi-
denominational and cross-cultural 
faith context.  
 
Significant experience of working 
with databases & VLE’s. 
 

Excellent organisational skills. 
 
Excellent administrative skills.  
 
Accuracy and attention to 
detail. 
 
Ability to work well and 
positively under pressure. 
 
Excellent leadership and 
managerial skills. 
 
Good communication skills are 
required so that the post-
holder can build a good 
rapport with all College staff 
and students and interact with 
them in a friendly and helpful 
manner.     
 
Strong interpersonal and 
relational skills. Can develop 
and maintain good working 
relationships with others. 
 
Inquisitive, resulting in new 
lines of thinking, original 

An understanding of Higher 
Education. 
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insight and breakthrough 
ideas to enhance 
administrative systems and 
processes. 
 
Ability and willingness to lead 
by example in providing 
hands-on cover and assistance 
for the work of the office 
when necessary. 
 
A through working knowledge 
of Microsoft Office. 

 
Maintain confidentiality. 
 

A willingness to embrace the 
overall purpose, ethos and 
values of the College and to 
participate in aspects of 
community life in a context 
where Christian prayer & 
other faith expressions are 
central to the workplace 
culture & practise.  
 
A desire to engage with 
students in matters of faith. 

An understanding of the local 
Northern Ireland Church. 
 
An understanding of church 
contexts internationally. 
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We are committed to recruiting the best people to fill our vacancies in a fair and equitable way. An 
application form helps us to compare individuals on a like for like basis and for that reason we do not 
accept a CV and will not be able to process applications that are not completed fully. 

Belfast Bible College is an equal opportunities employer and all appointments are made on merit. Short 
listing is carried out by assessing the information you provide in your application form against the 
requirements of the role as detailed in the Job Description & Person Specification. 

If you are not successful in your application, please do not be discouraged from re-applying; your skills 
and experiences may be what we need for our next vacancy. In addition we have a wide range of 
volunteering opportunities across various projects within the organisation. 

 

You can apply online via www.belfastbiblecollege.com/jobs2019 

The deadline to submit your application is 08/08/19 at 12 noon.  

If you fail to submit a fully completed application on time, your application will not be processed. There 
are no exceptions. 

 

Belfast Bible College will be using email correspondence wherever possible to contact applicants. 
Where provided, we will always use email as our first choice of communication. Please remember, if you 
have placed an email on your application form, all correspondence will be sent by email.  

You will receive an email acknowledging receipt of your application which you can expect to receive 
within one working day of submission – please contact us (before the closing date) if you haven’t 
received an acknowledgement to ensure your application has been submitted successfully. Please also 
check your emails regularly, including your junk inbox. 

 

Please be advised we plan to run interviews for this position between 19/08/19 and 23/08/19.  

Please detail on your application form any holiday dates and outline other commitments which may 
restrict your availability to attend interview and we will try to accommodate you. 

If shortlisted, we will contact you to let you know what the interview process will entail.  

 

Unless otherwise requested, candidates are not required to bring proof of stated professional and/or 
academic qualifications to interview - you will however be required to produce these as a condition of 
any offer of employment. 
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:  AAM0619 

: Academic Administration Manager 

: Permanent 

: Immediate 

: 36.25 hours per week Monday - Friday  
Some flexibility regarding the hours worked will be required to ensure the needs of the Academic 
Administration Office is fulfilled. During the teaching semester the Academic Administration Office 
needs to be staffed from 8.30am to 5pm and cover for the Evening class programme (currently Tuesday 
evenings) is needed. This will be shared between the Academic Administration Co-ordinator and the 
Academic Administrator. 
 

: To be disclosed on invitation to interview 

 


