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Job Description

	Job title:
	DDaT Software Licensing Officer

	Department/School:
	Digital, Data & Technology Department (DDaT)

	Responsible to:
	Dir IT Support Services

	Grade:
	G6

	Location:
	University of Bath Sites & Hybrid 

	Position number:
	

	Last reviewed:
	July 2025



	Job purpose

	The Software Licencing Officer (SWL Offr) supports the Software Licencing Manager to ensure compliance, value for money and efficient provision/ renewal of software licences for the university 

The role holder will review software licence requests, ensuring they are effectively triaged seeking advice from the SWL Manager when necessary. Collaborate with DDaT colleagues to ensure compliance and coherence aspects are addressed before approving purchase or access to software. They input data into the Software Catalogue raising any issues or concerns to the SWL Manager. They ensure accurate, efficient and effective processes promoting a positive customer experience highlighting areas for improvement.

The incumbent will maintain software licencing knowledge materials and support effective information management in accordance with agreed procedures highlighting any shortfalls to the SWL Manager and Dir IT Services as appropriate. They manage the licence renewal calendar to ensure prompt action before licence termination. 

The role holder provides information and advice to ensure compliance, coherence, coordination and cost-efficient ways of securing software licenses. They deputise for the SWL Manager when required.




	Source and nature of management provided 

	Software Licencing Manager


	Staff management responsibility

	No permanent line management but may be asked to manage casual staff and/ or members of the IT Procurement team for short periods 




	Special conditions 

	You will from time to time be required to undertake other duties of a similar nature as reasonably required by your line manager. This will form part of your substantive role and you will not receive additional payment for these activities.   
   
The post-holder should routinely be on campus at least two days a week. 
 
A high level of discretion, confidentiality, initiative and proactivity is required for this post.
 
Annual leave may be restricted during peak workload periods and leave should be deconflicted with SWL Mgr to ensure provision of support to university staff. 




	Main duties and responsibilities 

	1
	Process software licence requests
· Manage recurrent software renewals including upgrade release, refresh schedules.
· Support speedy turnaround of requests for purchase, licence or renewal whilst meeting compliance requirements.
· Ensure value for money in software contracts and seek to prevent duplication of functionality across multiple products. 
· Interpret the detail of licence terms and conditions to ensure suitability for use and compliance.
· Check compliance with legal and regulatory requirements, as well as adherence to university policies and standards.
· Ensure adherence to renewal or completion timelines ensuring no additional penalty charges arising from failure to meet specified dates.
· Communicate and consult with Product Owners to identify requirements and advise of changes to the titles and service.
· Proactively manage customer expectations ensuring regular updating of progress with their requests. 
· Identify, manage and escalate software licensing concerns, risks and emerging issues recommending remedial action.
· Review performance to identify trends and areas for improvement to optimise efficiency and quality of services.
· Improve services, processes and related activities as directed.


	2
	Licence Information Management:
· Aid effective information management by inputting data into the software catalogue.
· Maintain licensing information including contracts, certificates, key codes and other documentation ensuring it is accessible to authorised stakeholders.
· Ensure SWL knowledge materials remain current.
· Ensure software catalogues entries remain accurate and complete.
· Advise on licensing options to ensure continued alignment to business needs and strategic goals. 
· Plan, prioritise and manage activity in liaison with the SWL Manager to ensure licences and contracts are renewed in a timely manner.
· Draft and disseminate software information for stakeholders across the university.


	3
	Technical Specialism:
· Share knowledge via briefings, reports, training sessions and seminars. 
· Produce reports and returns as required.
· Ensure service level agreements are achieved.
· Actively work with and support the IT Procurement Manager and SWL Manager in the continual review of processes to deliver improved services in terms of resource demands and time for completion. 
· Upskill IT Procurement team and service desk members in software licensing procurement matters.
· Support development and optimisation of the University Software Catalogue.
· Support review of titles to maximise value for money for the university.
· Support the ITP Manager and IPT Officer as directed.


	4
	Relationships 
· Proactively manage customers’ expectations, clearly explaining the work required associated with requests and ensuring awareness of realistic timelines. 
· Develop and maintain a detailed knowledge of the roles of other teams and individuals within DDaT to know from whom to elicit help. 
· Be a trusted advisor and advocate between IT and key University stakeholders.
· Build strong relationships with colleagues across DDaT and software product owners across the university.


	5
	General 
· Deputise for SWL Manager as required.
· Undertake personal and professional based development to ensure skills and knowledge are up to date. 
· Undertake any other activities assigned from time to time by the University.
· Occasional travel may be required, for example to user groups or conferences.
· The post holder is required to always follow University policies and procedures and take account of UoB guidance.


	Commitment to the University’s Effective Behaviours Framework
As a holder of the Association of University Administrators Mark of Excellence Award, the University has identified a set of effective behaviours which we value and have found to be consistent with high performance across the organisation. Professional Services staff are expected to exhibit these behaviours with a commitment to on-going personal development in these areas. Further details are outlined in the person specification. 
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Person Specification
	Criteria:  Qualifications and Training
	Essential
	Desirable

	Educated to GCSE A level or significant relevant experience 
	X
	

	Educated to degree level or equivalent qualification or experience in a related field
	
	X



	Criteria:  Knowledge and Experience
	Essential
	Desirable

	Evidence of developing and improving business processes delivering efficiencies and cost savings.
	X
	

	Evidence of working independently with attention to detail.
	X
	

	Proven experience working in a customer service environment.
	X
	

	Proven ability to meet performance targets.
	X
	

	Proven success in building sustainable, positive relationships with a wide range of stakeholders.
	X
	

	Competent using Microsoft Office packages.
	X
	

	Previous experience of working in the UK HE sector.
	
	X

	Experience of using digital systems for financial, IT requests, information and asset management.
	
	X

	Knowledge of software titles used within the UK HE sector.
	
	X

	Experience of managing a service or product catalogue.
	
	X

	Experience supporting an IT or technically focused department.
	
	X

	Experience of organising and maintaining contracts and/or business critical information.
	
	X



	Criteria: Skills and Aptitudes
	Essential
	Desirable

	Strong written and verbal communication skills, able to engage effectively with staff at all levels and with differing technical knowledge and competencies.
	X
	

	Proven strong planning and organisational skills.
	X
	

	Good influencing, negotiating, ethical and decision-making skills to secure favourable terms and conditions with suppliers.
	X
	

	Good reasoning and analytical abilities.
	X
	

	Good IT skills including word processing and spreadsheets.
	X
	

	Able to quickly establish positive working relationships including senior managers and external parties.
	X
	

	Rigorous attention to detail, able to interpret complex licensing language.
	X
	

	Highly organised, self-motivated and proactive able to work with minimal supervision.
	X
	

	Able to deal with confidential and sensitive information with tact and discretion.
	X
	

	Flexibility and agility to manage a busy workload with short notice demands and changes whilst meeting customer requirements in a timely manner.
	X
	

	Commitment to optimising services and the customer experience.
	X
	



	Effective Behaviours Framework
The University has identified a set of effective behaviours which we value and have found to be consistent with high performance across the organisation. They do not examine technical competence, rather they identify the behaviour patterns that are valued due to them being consistent with high performance across the organisation.  Part of the selection process for this post will be to assess whether candidates have demonstrably exhibited these behaviours previously. 


	Managing self and personal skills:
· Willing and able to assess and apply own skills, abilities, and experience.  
· Being aware of own behaviour and how it impacts on others.  

	Delivering excellent service:
· Providing the best quality service to all students and staff and to external customers e.g., clients, suppliers. 
· Building genuine and open long-term relationships in order to drive up service standards.  

	Finding innovative solutions:
· Taking a holistic view and working enthusiastically and with creativity to analyse problems and develop innovative and workable solutions.  
· Identifying opportunities for innovation.  

	Embracing change:
· Adjusting to unfamiliar situations, demands and changing roles.  
· Seeing change as an opportunity and being receptive to new ideas. 

	Using resources:
· Making effective use of available resources including people, information, networks, and budgets.  
· Being aware of the financial and commercial aspects of the University.

	Engaging with the big picture:
· Seeing the work that you do in the context of the bigger picture e.g., in the context of what the University/other departments are striving to achieve and taking a long-term view.  
· Communicating vision clearly and enthusiastically to inspire and motivate others.  

	Developing self and others:
· Showing commitment to own development and supporting and encouraging others to develop their knowledge, skills, and behaviours to enable them to reach their full potential for the wider benefit of the University.  

	Working with people:
· Working co-operatively with others in order to achieve objectives.  
· Demonstrating a commitment to diversity and applying a wider range of interpersonal skills.   

	Achieving results:
· Planning and organising workloads to ensure that deadlines are met within resource constraints. 
· Consistently meeting objectives and success criteria.  
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