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Introduction 

Dublin City University (www.dcu.ie) is a dynamic and innovative institution that is distinguished by 

both the quality and impact of its graduates and by its focus on the translation of knowledge into 

societal and economic benefit.  Excellence in education and research activities has led to DCU’s 

consistent ranking among the world’s young universities. DCU is Ireland’s fastest growing university, 

and now hosts more than 17,000 students across its three academic campuses: (DCU Glasnevin 

Campus, DCU St Patrick’s Campus and DCU All Hallows campus). 

DCU Registry 

The Registry is a busy and dynamic office environment with responsibility for the management and 

delivery of academic administration services to the university community. The primary areas of 

responsibility include student admission and enrolment; curriculum and student records; university 

examinations and graduations. The university’s room booking function also forms part of Registry 

services. Registry operates two Information Services Desks for students; one at the Glasnevin campus 

and one at the St Patrick’s campus. Registry is currently structured into two main operational teams, 

Student Enrolment and Student Awards, and is headed by the Director of Registry. Full details on the 

organisational structure of the Registry, including its responsibilities, can be found at 

http://www.dcu.ie/registry/index.shtml. 

Student Information System Programme 

Under the DCU Empower initiative, the university has committed to a number of projects that will 

transform how we interact with students and staff.  DCU Empower is a multi-year programme that 

will enable new and improved ways of working that will enhance the staff and student experience.   

The Student Information System (SIS) is at the centre of the university’s administrative operations and 

it facilitates the management of key processes and data.  The first step and one of the most critical 

enablers of achieving DCU ambitions is the implementation of a flexible and robust SIS.  The SIS 

programme is now being mobilized.  Implementation of the SIS will transform the way Registry 

supports academic administration and delivers it’s services. 

http://www.dcu.ie/
http://www.dcu.ie/registry/index.shtml


The Role 
 
Registry is recruiting a Records Officer who is responsible for oversight of all aspects of the student 
record for current, past and legacy students.  The Records Officer is the primary point of contact within 
Registry for complex student record queries.  As the SIS programme of work is mobilised, the post-
holder may be required to represent Registry in contributing to phases of the implementation of the 
SIS.    
 
 
Duties and Responsibilities 
 
The main duties and responsibilities of this role include but are not limited to: 
 

● Managing the validation and retention of active student records in line with approved 
procedures and policies on the retention and archival of records.  Providing high level 
assistance for complex record related matters to both Registry and faculty colleagues. 

● Oversight of the academic records of c.90,000 former students. Monitoring requests for 
attendance and assessment information from graduates and providing support with the 
interpretation of the academic records from former colleges and the academic records prior 
to 1996.  

● Managing the process for maintaining individual records that recognise non-credit bearing 
microcredential learning. 

● Working with the Curriculum and Registration manager to provide assistance to the annual 
curriculum structure review process to ensure the information is approved and accurate 
prior to set-up on the student information system.   

● Assisting the Curriculum and Registration manager with developing mechanisms and 
protocols to ensure the accuracy of student registration data. 

● Defining business requirements, liaising with Registry teams and linking with Academic 
Systems in relation to changes to the student information system that are necessary to 
support policy and regulatory decisions made by University Committees (e.g. Education 
Committee, USC, GRSB & Academic Council). 

● Working closely with University Business Analysts to ensure the student data transferring 
from other third party systems to the student record system is accurate.  (e.g. CAO and PG 
application systems). 

● Assisting with generating and monitoring reports which assist key Registry processes for 
example, validating registration records, programme structure records,  managing the 
graduation records and reports for the planning of University conferring ceremonies and 
changes to examination results.  

● Developing mechanisms and protocols for collecting, validating, storing and classifying all 
Registry student related data.   Where appropriate, the protocols should be developed in 
conjunction with relevant Academic Systems staff and Institutional Research and Analysis 
Office.  

● Reviewing collaborative partnership agreements and advising the Registry Management 
Team on implications for student records, curriculum records and Registry processes. Liaison 
with Faculties and Units as required. 

● Maintaining operational efficiency by controlling the volume of records created and stored 
within Registry and ensuring effective and economical management of Registry records to 
include database, paper and electronic records.   In association with Registry management 
team review and update Registry PDSS as required. 



● Oversight of all Registry related data protection matters.  Representing Registry as Data 
Protection Advocate and liaising with the University Data Protection Office on Registry 
obligations under GDPR and other related matters. 

● Reviewing and implementing controls on access to data owned by Registry, working with 
relevant University colleagues (e.g. Academic Systems and Information Systems and 
Services). 

● Assisting high level Registry activities e.g. acting as Progression and Award Board (PAB) 
Secretary, assisting with assessing and approving Post PAB amendments, defining exit 
awards and credit transfers.  

● Reviewing relevant University Committee papers to determine potential impact of proposals 
on the management of Registry records and Registry student lifecycle processes 

● Identifying and implementing best practice solutions to the delivery of Registry services, in 
consultation with the Registry management team.    

● Representing Registry on internal and external working groups.  This may include chairing 
meetings, drafting reports and delivering presentations.  

● Undertaking any other duties or assume other responsibilities in line with the level of the 
post, as assigned by the Director of Registry. 
 

Duties and responsibilities will change over time and other duties may be assigned by the Director of 

Registry or his/her nominee.  This post is expected to evolve in light of on-going projects e.g. SIS 

programme and other developments within Registry and the wider University.   

Qualifications and Experience 
 
Candidates must have: 

● An honours primary degree or equivalent. 

● A minimum of five years recent and relevant experience preferably in a higher education 
environment.   

● Direct experience of working with and leading project groups. 
● Experience of working with a wide range of systems and a clear comprehension of the 

application of systems in a Registry environment. 
● Proven ability to work with IS personnel on the implementation of system developments. 

 

The successful candidate will be able to demonstrate evidence of: 

● Advanced process management skills. 
● Excellent written and verbal communication skills. 
● Strong interpersonal skills and an ability to build and maintain excellent working 

relationships. 
● Strong analytical and problem solving skills. 
● Good negotiation skills combined with the ability to work with various stakeholders. 
● Advanced IT skills, which include identifying and implementing system enhancements and 

developments. Advanced database reporting skills with an in-depth knowledge of at least 
one database reporting tool. 

● Working knowledge of legislation regarding data protection and freedom of information. 
● Detailed knowledge of Registry processes and policies would be an advantage. 

 

Mandatory Training 
 



Post holders will be required to undertake the following mandatory compliance training: 
GDPR and Compliance. Other training may need to be undertaken when required. 
 
 
 
 
 
 
 
 
 
 
 
 


