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Administrator 

Edinburgh Theological Seminary (ETS) provides degree level theological education for students preparing for 

ministry and other work within the wider gospel community. With degree programmes validated by the 

University of Glasgow,  ETS currently has over 200 students studying at Undergraduate and Postgraduate as 

well as Diploma levels.   

Edinburgh Theological Seminary is owned and managed by the Free Church of Scotland. Established in 1843, 

the Free Church of Scotland is a registered charity with the vision for “A Healthy Gospel Church for Every 

Community in Scotland”.  There are currently over 110 congregations and around 12,000 people in our 

churches on any given Sunday. 

We are looking for an administrator with strong verbal and written skills who can work effectively as part of 

the ETS staff team. The successful candidate will provide support to the academic staff and students to ensure 

the smooth running of the Seminary. 

There is an Occupational Requirement under the Equality Act 2010 for the post holder to demonstrate a firm 

Christian commitment.  As such, the successful candidate will be a Christian with an active commitment in a 

local church and someone supportive of the values, vision, and ethos of the Free Church of Scotland. 

Overview 

Hours: 35 hours per week (but part-time work will be considered) 

Duration: 3-year fixed term contract (with the potential of being extended subject to funding)

Location: ETS Office, 15 North Bank Street, The Mound, Edinburgh, EH1 2LS. 

Salary: Between £28,000 and £32,000 per year (depending on skills and experience). 

Pension: The Free Church of Scotland operates a Group Pension Scheme and will make a 10% 

contribution towards the employee’s pension when enrolled. 

Holidays: 34 days per year or the pro-rata equivalent (inclusive of public holidays). 

Application forms may be obtained from the ETS website or Heather Watson, ETS Secretary, by email to 

hwatson@ets.ac.uk 
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Role Purpose: 

To assist in the administration and support of Edinburgh Theological Seminary: including submissions and 

returns to accrediting bodies and clerking services for the Seminary Board and Senate. 

Role Description: 

ETS 

Administrator 

Key 

Responsibilities 

Please note:   The job description is not exhaustive, further details and specifics of tasks and duties will be 

agreed with the line manager. The ETS Administrator will report to the ETS Secretary (who reports to the 

ETS Principal). 

1. Administer Student Management System
a. Student journey from application to enrolment
b. Course management
c. Assessment setup
d. Update forms
e. Run reports
f. Update and monitor SMS noticeboard with links to handbooks 

& policies
2. Ensure that all UG and PG Handbooks are revised and kept up to date. 
3. Ensure all policies are up to date 
4. Marketing

a. Look after brochures and merchandise 
b. Monitor website and liaise with designer if updates are 

required
5. Attend all meetings of Senate, (inc Course Organiser subgroup), 

Seminary Board and Board of Examiners, preparing agendas, record 
and prepare minutes, online setup and refreshments as needed. 
Ensure the action items are followed up and paper trail is kept up to 
date.

a. Clerk to Senate (about 3 meetings a year)
i. Ensure meetings comply with Quality Assurance 

Agency (QAA) and University of Glasgow (UoG) 
expectations

b. Clerk to the Seminary Board (about 3 meetings a year)
c. Clerk to the Board of Examiners (annually in June)

i. Prepare for annual meetings of Board of Examiners. 
6. Prepare annual submissions for QAA (usually around January) 
7. Prepare annual submissions for GU Joint Board (usually in February)

a. UoG Lecturer nominations process. (AULs)
b. Attend to the External Examiner renewal process

8. Prepare annual submissions for Course Designation (Usually Dec/Jan)
9. Finance 

a. Manage student invoices
10.Assist with compliance with UKVI regulations. 
11.Give other assistance to Principal and Secretary in fulfilling academic 

administrative functions. 



High degree of efficiency with strong 

organisational skills and excellent attention to 

detail. 

Experience of Higher Education Sector 

Administration. 

Strong verbal and written skills with experience 
of preparing reports and completing 
applications. 

Understanding of accounts and budget 
management. 

Proficient in the Microsoft Office suite of 

programmes.  

Self-motivated and flexible in approach, with 
enthusiasm, dedication and the drive to work 
on own initiative. 

Proven record of successfully working in teams 

and relating well to other people.  

Experience of administration work and able to 

deal with sensitive information in confidence. 

Essential Desirable 

A Christian with an active commitment in a 

local church and supportive of the values, 

vision, and ethos of the Free Church of 

Scotland. 

Educated to degree level or equivalent. 

Person Specification: 




