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Job Description
	Job title:
	SAMIS Development Officer

	Department/School:
	Student Records & Examinations Office (Registry)

	Grade:
	6

	Location:
	University Main Campus


	Job purpose

	The post-holder will be part of a cross-departmental team proactively developing and supporting SAMIS solutions and enhancements to efficiency, and facilitating consistency of approach across Faculty and School administrative structures. Interacting regularly with SAMIS users throughout the University, the post-holder will apply their detailed knowledge and understanding of SAMIS to the development of new systems and procedures.  Alongside SAMIS, the reporting tool Business Objects is used widely across the institution and an important element of the role will be to develop, support and maintain centrally generated reports within Business Objects.
As part of the Records & Ceremonies section within SREO, the post holder will also support the Assistant Registrar with data management processes within SAMIS. 



	Source and nature of management provided 

	Assistant Registrar (Records & Ceremonies)



	Staff management responsibility

	N/A


	Career and Professional Development Activities

	The University runs a comprehensive Staff Development programme. 


	Special conditions 

	This post is offered as a fixed-term contract for 18 months.


	Main duties and responsibilities 

	1
	As part of a cross-departmental team, contribute to the development and delivery of identified SAMIS and Business Objects (BO) solutions and enhancements in response to internal customer demands and agreed strategic aims.

	2
	In consultation with the Assistant Registrar and SAMIS Project Manager, develop specifications for the implementation of systems to improve business processes, in collaboration with a range of staff across the institution.

	3
	Manage and develop Business Objects (BO) reports and assist in the provision of detailed business process and technical support to BO users.

	4 
	Develop and test new procedures prior to release into the live database.

	5
	Explain complex information regarding SAMIS and BO processes to BUCS developers and Faculty/School staff in a clear and accurate manner. 

	6
	Support the Administrative Assistant (Business Process & System Support)  regarding the delivery of SAMIS and Business Objects training (e.g. training on newly developed features)

	7
	Develop SAMIS and Business Objects manuals for newly developed processes.

	8
	Develop web-based materials relating to new processes to support SAMIS and Business Objects users across the institution.

	9
	Support the Assistant Registrar (Records & Ceremonies) with data management processes within SAMIS, for example the progression of student records.

	10
	Provide telephone and email support to SAMIS users, utilising the University’s email system (Request Tracker), as required in support of newly developed systems and processes.

	From time to time the post-holder may be required to undertake other duties of a similar nature as reasonably required by their line manager. 
. 
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Person Specification

	Criteria
	Essential
	Desirable
	Assessed by

	
	
	
	A/F
	I
	T

	Qualifications
	
	
	
	
	

	Educated to degree level (or equivalent)

	
	X
	X
	
	

	Experience and Knowledge
	
	
	
	
	

	Knowledge and experience of SITS or similar, records based, application


	X
	
	X
	X
	

	Experience of Business Objects or similar reporting tool

	X
	
	X
	X
	

	Experience of a range of software packages


	X
	
	X
	X
	

	Knowledge and experience of administration in Higher Education


	

	X
	X
	X
	

	Knowledge and understanding of business processes


	
	X
	X
	X
	

	Experience of project work

	
	X
	
	
	

	Skills and Attributes
	
	
	
	
	

	Analytical and problem solving skills


	X
	
	X
	X
	X

	Excellent written and oral communication skills, including the ability to explain  complex information in a clear and accurate manner to a range of audiences

	X
	
	X
	X
	X

	Ability to work with staff at all levels of the University


	X
	
	X
	X
	

	Ability to work to deadlines


	X
	
	X
	X
	

	Ability to work within a team


	X
	
	X
	X
	

	Ability to plan and prioritise workload and work on own initiative

	X
	
	X
	X
	


Code: A/F – Application form, I – Interview, T – Test
Further details
This newly created post will contribute to the development of the University’s student record system (SITS:Vision, known internally as SAMIS).  SAMIS is utilised by staff and students across the institution and is constantly evolving to meet new requirements and increase efficiency.  SAMIS is used to store and maintain information relating to all students, from application through to graduation and is central to numerous University procedures.  SAMIS is also used for the compilation of statutory data returns to external bodies (HESA/HEFCE) and is the primary source of management information on students and applicants across the institution.

The development of SAMIS is coordinated between the Student Records & Examinations Office (SREO) and Bath University Computing Services (BUCS), with SREO providing the detailed knowledge of business processes and data management, whilst BUCS provide more technical expertise. 

Working in conjunction with Faculty/School staff, the SAMIS team has identified a set of key priorities and projects to be undertaken over an 18 month period.  This post will work as part of the team to deliver these projects, which will deliver increased efficiencies across the institution.
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