Student Lifecycle
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Level: Developing/Skilled

Student Lifecycle Grade 5

Typical role: Student Assistance

Transferable
skills and
competencies

WORKING WITH PEOPLE

DEVELOPING RESULTS
AND SETTING CUSTOMER

EXPECTATIONS

FOLLOWING
INSTRUCTIONS
AND PROCEDURES

UCL Ways of Working

These describe expected behaviours in line with UCL culture and values (see pages 40-41).
For Ways of Working indicators and steps to development please refer to the Ways of Working website
www.ucl.ac.uk/human-resources/policies-advice/ways-working



Student Lifecycle

Level: Developing/Skilled

Student Lifecycle Grade 6

Typical role: Administration

Transferable
skills and
competencies

ADHERING TO
PRINCIPLES
AND VALUES

ACHIEVING PERSONAL

WORK GOALS AND
OBJECTIVES

COPING WITH
PRESSURE
AND SETBACKS

UCL Ways of Working

These describe expected behaviours in line with UCL culture and values (see pages 40-41).

For Ways of Working indicators and steps to development please refer to the Ways of Working website
www.ucl.ac.uk/human-resources/policies-advice/ways-working



Student Lifecycle
-]

Transferable
skills and
competencies

LEADING AND

SUPERVISING

ANALYSING

ADAPTING AND
RESPONDING
TO CHANGE

Level: Independent

Student Lifecycle Grade 7

Experiences

Activities and responsibilities likely to be required when working at this level

Typical Roles: Senior Administration

Coordinating an area or process that supports the student lifecycle, providing technical expertise on records, regulations and
the external context; thorough understanding of regulation and legislation within and outside of UCL, and being able to apply
and communicate appropriately; commitment and contribution to continuous process improvement; dealing with complex and
sensitive student and applicant cases, identifying any wider issues that need further referral; point of contact for departments
and external organisations; drafting and cascading communications on a variety of subjects (e.g. individual students,
programmes and wider procedures); contributing to drafting and designing procedures and policies; planning and managing
day to day work of a team or area, anticipating issues and monitoring progress against the set plan; can include providing

line management/supervisory support for team or service area, acting as a point of escalation; building and maintaining
relationships with UCL colleagues and external stakeholders, sharing good practice and enable smooth running of your areas of
responsibility; ensuring the quality of the service being delivered and adherence to best practice.

Personal and professional development

Development options to consider when working towards this level

On the job learning

Gain detailed knowledge of student
record systems; take on projects
that develop your negotiation and
people management skills; make
positive suggestions to contribute to
continuous improvement.

UCL Ways of Working

Learning from others

Attend user-group and forums to
expand knowledge of the sector
and current issues; meet with peers
to share best practice; volunteer

to attend seminars where the
opportunity arises; consider a
secondment or job shadowing to
gain broader experience.

Formal learning

Develop analysis and data
manipulation skills supported by
advanced knowledge of excel
packages and reporting; attend
management training or review
opportunities on LinkedIn Learning.
Become a skilled user of the
specialist database tools which
support student support and
success (e.g. Portico).

These describe expected behaviours in line with UCL culture and values (see pages 40-41).
For Ways of Working indicators and steps to development please refer to the Ways of Working website
www.ucl.ac.uk/human-resources/policies-advice/ways-working
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Managerment
Transferable
Experiences skills and
Activities and responsibilities likely to be required when working at this level competencies

Leading on operational management for an area of the student lifecycle; responsible for day to day management of
teams/processes, escalating to senior staff as appropriate; planning, monitoring, reporting on and developing delivery PERSUADING AND
of service according to departmental priorities and other drivers; responding to issues that have been escalated by the INFLUENCING
team/other colleagues; ensuring staff are equipped with guidance and development to support them to successfully
carry out their work; fostering positive relationships with other UCL colleagues (e.g. academics, faculty tutors, senior
administrators); devising and delivering training for UCL colleagues that are involved with student lifecycle processes;
being a point of expertise on complex regulation and legislation within and outside of UCL — and able to translate into
processes and procedures; acting on internal and external developments to interpret impact and synthesize into the UCL
context; representing department or UCL on internal and external working groups; communicating process changes,

and ensuring a consistent message across the team; identifying and consulting on process improvements in the student PLANNING AND
lifecycle and instigating change.

ORGANISING

Personal and professional development

Development options to consider when working towards this level

On the job learning Learning from others Formal learning
Find opportunities to get involved Attend relevant conferences to Undertake management and
with projects that demonstrate a understand sector best practice leadership development; attend
knowledge of wider processes; and application to own role project management training and/
develop an understanding of HR and team; build networks with or Presentation skills (e.g. LinkedIn
and finance practices and policies; colleagues across organisation and Learning); learn specialist database
gain student record system externally; consider a secondment tool.
expertise. or job shadowing to gain broader

experience.

UCL Ways of Working

These describe expected behaviours in line with UCL culture and values (see pages 40-41).
For Ways of Working indicators and steps to development please refer to the Ways of Working website
www.ucl.ac.uk/human-resources/policies-advice/ways-working
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Level: Senior

Student Lifecycle Grade 9

Typical Roles: Senior Management

Transferable
skills and
competencies

CREATING AND
INNOVATING

ENTREPRENEURIAL AND

COMMERCIAL THINKING

FORMULATING
STRATEGIES
AND CONCEPTS

UCL Ways of Working

These describe expected behaviours in line with UCL culture and values (see pages 40-41).
For Ways of Working indicators and steps to development please refer to the Ways of Working website
www.ucl.ac.uk/human-resources/policies-advice/ways-working





