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Job Description

	Job title:

	Head of Faculty Operations

	Department/School:

	Faculty of Science / Humanities and Social Sciences

	Grade:

	8

	Location:

	University of Bath premises



	Job purpose

	
The Head of Faculty Operations plays a pivotal role in supporting the Director of Operations, ensuring the delivery of key strategic initiatives and operational excellence across the Faculty of Science. This role involves high-level administrative and managerial responsibilities, requiring proactive problem-solving, strategic thinking, and effective coordination among various stakeholders. The Head of Faculty Operations also drives key projects, process improvements, and acts as a vital link between leadership and Faculty operations.




	Source and nature of management provided 


	Director of Operations



	Staff management responsibility


	TBC but will include a number of direct reports 



	Special conditions 


	
The Head of Faculty Operations will work on a hybrid basis, balancing on-campus presence with remote working to ensure visibility and productivity. Occasional evening or weekend work may be required to support high-priority projects or events.
This senior role offers an excellent opportunity to contribute to the strategic and operational success of the Faculty while gaining advanced experience in leadership and management.
The post-holder may occasionally be required to undertake duties outside of standard University hours including evenings or weekends where the business need arises.   Some occasional travelling may be required, for example to user groups or conferences.

The post-holder will ensure full compliance with all Data Protection laws and any relevant University policies and guidelines.








	Key Responsibilities 


	

	1
	[bookmark: _Hlk217377664]Strategic Operational Coordination:

· Lead and oversee the coordination of Professional Services activities across the Faculty, ensuring alignment with strategic goals and operational efficiency. Including, oversight of recruitment and selection activity within the Faculty Office Operations Team
· Collaborate with department leads to streamline processes, enhance communication, and address operational challenges.
· Assist in reviewing and updating Faculty policies to ensure compliance and alignment with institutional objectives.
· In liaison with where appropriate the Directors of Technical Services and informing the Director of Operations, lead the development, maintenance and utilisation of all aspects of the Faculty’s estate and physical resources. Where appropriate, consult with colleagues across the Faculty on suggested space development plans and in conjunction with the appropriate central services, plan and agree on-site work.


	2
	Strategic Planning:
· To support the Director of Operations and Dean with the development and communication of the Faculty’s strategic plans, direction, priorities and developments
· Support the Dean and Director of Operations with the annual planning cycle including preparing and analysing relevant data 

	3
	Project Leadership and Support:

· Take ownership of specific Faculty-level projects, driving them to completion through effective planning, execution, and stakeholder engagement.
· Support cross-functional initiatives by coordinating teams, managing timelines, and delivering regular progress reports to the Director of Operations.
· Champion the integration of digital tools and innovative practices to enhance Faculty operations.


	4
	Data Management and Financial Oversight:

· Analyze and interpret complex data sets to support strategic decision-making and operational planning.
· Assist in managing Professional Services budgets, identifying efficiencies, and ensuring financial objectives are met.
· Prepare detailed reports and recommendations to support resource allocation and performance tracking.
· Support the DoO on the provision of information required for Freedom of Information/Data Protection requests and on copyright matters
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	Leadership in Continuous Improvement:

· Promote a culture of continuous learning and improvement within the Faculty Office team and more widely across the Faculty Professional Services.
· Identify opportunities for process enhancements, driving the implementation of best practices.
· Mentor staff, supporting their professional development and aligning with Faculty goals.


	6
	Engagement and Communication:

· Facilitate effective communication across Faculty teams, ensuring clarity and consistency in messaging and objectives.
· Organize and support Faculty events, including strategic workshops managing high-level inquiries and fostering relationships with internal and external stakeholders


	7
	Equality, Diversity, Inclusion, and Community Initiatives:

· Promote and lead the Faculty’s initiatives on equality, diversity, and inclusion (EDI), ensuring alignment with University-wide strategies.
· Collaborate with relevant stakeholders to design and implement initiatives that foster an inclusive and supportive environment for staff and students.
· Drive community engagement initiatives, building partnerships with local and external organisations to enhance the Faculty’s societal impact working with relevant colleagues to achieve this.
· Act as an advocate for EDI principles in all aspects of operations, contributing to a culture of respect and belonging.


	8
	Executive Support:
· Provide executive-level administrative support to the Director of Operations, managing complex diaries, preparing comprehensive briefings, and handling sensitive correspondence.
· Coordinate and document high-level meetings, including agenda preparation, minute-taking, and ensuring follow-through on key actions.
· Maintain and enhance systems for efficient document management and operational workflows.


	9
	Other responsibilities:

The postholder may be asked to deputise for Director of Operations when required e.g. on committees, working groups in areas relevant to the post


	
You will from time to time be required to undertake other duties of a similar nature as reasonably required by your line manager.  You are required to follow all University policies and procedures at all times and take account of University guidance
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Person Specification

The postholder will be a highly organised, proactive, and strategic individual with a strong track record of delivering operational excellence in a complex environment. The following essential and desirable criteria outline the attributes required to succeed in the role.
Essential Criteria
Experience and Knowledge
· Extensive administrative and operational experience within Higher Education. Significant and detailed knowledge of developments in sector and their potential impact
· Proven track record of successfully managing projects and leading cross-functional teams.
· Proven experience of managing and developing an effective professional team in a complex work area with the capacity to engage/motivate others
· Experience in analysing and interpreting data to support strategic planning and operational decision-making.
· Demonstrated ability to work collaboratively with stakeholders at all levels.
Skills and Competencies
· Advanced proficiency in Microsoft Office Suite and relevant digital tools for operational management.
· Exceptional organisational and time-management skills, with the ability to manage multiple priorities effectively.
· Strong analytical and problem-solving skills.
· Excellent written and verbal communication skills, with the ability to tailor messages to different audiences.
· High level of resilience and adaptability in a dynamic and evolving environment.
Personal Attributes
· Proactive and self-motivated, with the ability to work independently and collaboratively.
· Strong commitment to continuous professional development and learning.
· Demonstrated commitment to equality, diversity, and inclusion.
· A collaborative approach, with a focus on achieving shared organisational goals.
Desirable Criteria
Experience and Knowledge
· Experience in process improvement and change management methodologies.
· Familiarity with strategic planning and resource allocation processes.
Skills and Competencies
· Knowledge of formal project management methodologies (e.g., PRINCE2, Agile).
· Ability to utilise data visualisation tools (e.g., Power BI) to present data insights effectively.

Qualifications and Professional Development
· A degree or equivalent qualification or significant relevant experience.
· Membership of a relevant professional body (e.g., ILM, CIM).



	Effective Behaviours

To be most effective in this role the University has identified a set of effective behaviours.  These behaviours 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.  This table identifies how the EBF applies to this role. 


	Grade 8 Manager

	Areas of influence
	Across and external to the University

	Managing self and
personal skills

	· Acts as a role model to others by setting high personal standards in both verbal and non-verbal communication
· Represents the team with professionalism
· Fosters an open, transparent working environment
· Takes responsibility for actions of self and the team
· Does not lose sight of the vision in dealing with day-to-day pressures
· Breaks down ‘silo’ thinking and encourages a University wide perspective 
· Develops an awareness of the wellbeing of all members of the team
· Negotiates to achieve satisfactory outcomes

	Delivering excellent service
	· Fosters a culture of continual reflection and improvements 
· Proactively seeks feedback from customers, developing plans for and creating a culture of an outstanding student and customer service 
· Plans effectively by developing procedures to support the achievement of strategic goals
· Develops operational plans that support the achievement of strategic goals

	Finding innovative solutions


	· Actively seeks new ideas and approaches from outside the University
· Empowers and supports others to innovate with creativity, managing associated risks as necessary
· Coaches and guides others in developing and implementing innovative solutions, encouraging others to take acceptable risks 

	Embracing change

	· Leads by example in supporting the Faculty to break with traditional methods 
· Able to articulate the drivers for change
· Communicates upwards to influence policy formulation
· Establishes and maintains the confidence and support of staff and peers before and throughout periods of significant organisational change through excellent interpersonal skills 
· Receives and responds to constructive feedback from within the team to inform decision-making


	Using resources

	· Develops cross-service collaboration and is willing to share resources 
· Identifies ways in which resources can be used flexibly and imaginatively for the benefit of the whole University within agreed limits 
· Leads and develops internal networks to pursue a shared interest and influence events or decisions 
· Deploys resources efficiently, at the right levels, delegating appropriately

	Engaging with the big picture
	· Interprets University-wide issues in order to inform decision-making processes
· Maintains an understanding of the higher education sector nationally and applies this knowledge to the local University context

	Developing 
self and others









	· Supports development opportunities for individuals
· Selects individuals for training and development fairly
· Supports line managers with complaints of inappropriate behaviour or performance, following the University policies and procedures 
· Carries out team training needs analyses, identifying gaps and development opportunities
· Celebrates team successes, acknowledging the contributions of others
· Ensures that projects and incidents are evaluated and learning from mistakes and success is utilised for continual improvement
· Identifies, celebrates and encourages the strengths of individuals in the team and works on effectively addressing areas for improvement

	Working 
with people
	· Treats all members of the team with fairness and equity
· Works across organisational boundaries to develop relationships with other teams 
· Reflects the principles of the University values in dealing with people and conducting business 
· Celebrates the successes of others
· Is able to bring out the best in others
· Communicates effectively by sharing relevant information and keeping others informed

	Achieving results

	· Has the confidence to say ‘no’ to activities that are less important or do not fit with Faculty priorities 
· Knowledgeable about key stakeholders and how they may influence the work of the team
· Critically evaluates the success of projects to identify and disseminate lessons that can be learned 
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