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Overview 

•How can we be practical about implementing innovation in academic 
administration?

•Benefits of digitisation / automation  

•Examples- Whisper/-Otter/ChatGTP /Microsoft co-pilot 

•Academic administration -It‘s not ‘ THE WHAT ‘ that has changed –it’s THE 
HOW 

• But what must stay the same? 



Benefits 
• Efficient 

• Less errors

•More time to focus on what we already do, and should 
maintain and improve
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Practical Application 1: Creating meeting notes

• Using AI to create meeting notes.

• Describe the workflow briefly and simply (This workflow uses an application called Whisper in 

conjunction with the popular Chat GPT application)

• Benefits to academic administrators

Whisper

https://openai.com/research/whisper
https://openai.com/research/whisper


Otter AI
An AI meeting assistant that records audio, writes notes, 
automatically captures slides, and generates summaries.
https://otter.ai/

https://otter.ai/
https://otter.ai/


•Enable organisations to streamline their document workflows

•Cloud-based service

•Management of digital documents in a secure and legally binding 

manner

•Replaces the traditional process of printing, signing, scanning, and 

faxing or mailing documents, offering a more efficient and convenient 

alternative

Application 2: Digital Signature Solutions



Using Digital Signature Solutions to improve a 
workflow



Section to be completed by student



Cancellation of Registration Process



Advantages

• Signatories sign on any device

• Signatories don’t need an account – send 
to anyone anywhere in the world

• After a person signs, system 
automatically sends document to the 
next signatory

• Safe, secure and legally binding

• Audit trail – you can see who has delayed 
signing and progress of the workflow



Audit Report

• Tracks who viewed your 

document

• Tracks who viewed but did 

not sign your document

• Uses the recipients IP 

address for tracking



Practical Application 3: Using ChatGPT (A [Large] 
Language Model

to facilitate administrative processes

• Assist with email responses. Levelling the playing field for staff with varying 
English language abilities. It can translate, and compose songs/poems

• Summarise information

• Assist with reports

• Analyse data

• Assist with Excel formula

Limitations 

• No guarantee that it is factual 

• It has biases

• Fake news 



New chat (openai.com)
Example 

A key note speech needs to be made to university administrators on the benefits of AI but also 
how to ensure one needs to be mindful of the risks. Provide 4 points 

Another example 

Staff Performance Improvement. (openai.com)

A member of staff‘s performance has not been stellar in the office. His attitude has been less 
than satisfactory. How best should the conversation be held 

Limitations 
• No guarantee that it is factual 

• It has biases

• Fake news 

https://chat.openai.com/


Microsoft Co-Pilot

Microsoft Co-Pilot, as an AI-powered tool, can facilitate academic administration processes in the 
following ways:

• Data analysis: 

• Analyze large volumes of academic data, such as student records, course schedules, and 
attendance. 

• It can identify patterns, generate insights, and help administrators make data-driven decisions.

• Workflow automation: 

• Automate routine administrative tasks, such as generating class schedules, managing enrolment, 
and processing student applications. This saves time and reduces the risk of errors.

• Communication and collaboration: 

• Assist in managing communication with students, faculty, and staff. 

• Send reminders, notifications, and updates, and facilitate collaborative tasks like scheduling 
meetings or coordinating events.



Continued…

• Resource allocation: 

• Assist in optimizing resource allocation, such as classroom assignments, faculty workload distribution, 
and budget planning. 

• Predictive analytics: 

• Leverage historical data and predictive modelling to forecast student enrolment, graduation rates, or 
resource demands. This helps administrators anticipate future needs and plan accordingly.

• Personalised support: 

• Personalized assistance to students and faculty, such as recommending courses, providing academic 
guidance, or answering frequently asked questions. This enhances the overall academic experience.

• Security and privacy: 

• Ensure data security and privacy by implementing robust security measures, access controls, and 
encryption protocols to protect sensitive academic information.

https://www.youtube.com/watch?v=ebls5x-gb0s

https://www.youtube.com/watch?v=ebls5x-gb0s


Recognize that it is not WHAT has 
changed but HOW 



Academic Administration – at its best when

there is an alignment of the PPT framework

(people, process and technology) in pursuit of

operational and administrative excellence. The

main aim should be to enhance service delivery

and the student experience.



*The Registrar’s

Handbook 2022



*The Registrar’s

Handbook 2022



“It is equally important to exercise mindfulness and 
mitigate the risks associated with AI, prioritizing ethical 
considerations, and ensuring responsible use.”

https://www.universityworldnews.com/post-
mobile.php?story=20230512052612694

https://www.universityworldnews.com/post-mobile.php?story=20230512052612694
https://www.universityworldnews.com/post-mobile.php?story=20230512052612694


Why we do this.. Letters of 
appreciation.
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