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Job Description

	Job title:

	Campus Services Training Lead

	Department/School:

	Campus Services

	Grade:

	7

	Location:

	University of Bath premises



	Job purpose


	
The University of Bath
The University of Bath attracts over 20,000 students from around the world.  We have a main campus on Claverton Down and a range of buildings and services across the city of Bath.

Campus Services
With over 400 staff Campus Services are responsible for providing a wide range of facilities and related services to University staff, student, visitors and commercial guests.   

Our ResLife Operations team are responsible for 3,550 bedrooms on campus, with another 2,000 bedrooms in the City. Our ResLife Experience team assist students moving away from home, help them develop a sense of community and ensure they get the best student experience from their time living with us.

Our Hospitality team run 8 staff and student outlets on Campus as well as providing catering for meetings, conferences and special events.  Additionally we have a retail team who run 2 shops on campus and 

Campus Services are also responsible for cleaning all office and teaching areas, maintaining our extensive grounds and world class sports pitches plus providing 24/7 security services to students, staff and guest.   

Campus Services HR
We are a small team made up of an HR Business Partner, a Deputy HR Business Partner, an HR Advisor and a Recruitment and Staff Experience coordinator.


About the role
This new role will work as part of the Campus Services HR team with responsibility for the design and delivery of a flexible range of skills base training and other interventions.  A key part of the role will be ensuring Campus Services team members are well trained for their roles and able to develop and progress their career with Campus Services.

You will also work closely with the Health, Safety and Compliance team who are responsible for health and safety training.




	Source and nature of management provided 


	
HR Business Partner




	Staff management responsibility


	
Campus Services Training Coordinator




	Special conditions 


	
n/a




	Main duties and responsibilities 


	1. 
	Training Academy
Manage the Campus Services Training academy, the primary resource for all training within Campus Services.   Ensuring the Training Coordinator has clear guidance on the purpose, function and content required.

	2. 
	Team development
As part of the Campus Services HR team and working closely with the management team design, deliver and evaluate a range of training activities designed to ensure the all team members are appropriately trained for current and future roles.


	3. 
	Career pathways
Develop clear career pathways enabling team members to identifying the skills, knowledge and experience necessary for personal development, career progression and future organisational needs.


	4. 
	Supervisor and manager development
Working closely with the Campus Services HR team ensure we are identifying, developing and supporting current and new team members to progress their careers within Campus Services by ensuring there are individual, team and departmental training plans as necessary.


	5. 
	Culture
Ensure our training provision reflects and re-enforces the staff, student and customer experiences we aspire to.  This includes providing training support for our behaviours framework, Delivering the Experience.
 

	6. 
	Training solutions
Provide adaptable and responsive training solutions to reflect the diverse, operational nature of Campus Services including working with the University Staff Development team to utilise their resources and expertise.   

Identifying opportunities to provide a mix of training approaches including; developing on-line content, running classroom based activities, providing 1-2-1 tailored solutions and team workshops.


	7. 
	Training calendar and Management Information
Take a proactive approach to identifying training gaps, monitoring progress and working with teams to maximise training opportunities.  Overseas the training records and reporting processes and the production of accurate, accessible and actionable management information. Work closely with the Health, Safety and Compliance team to provide a calendar of training activities across the year.   


	8. 
	Campus Services Initiatives
Provide training support as appropriate to Campus Services initiatives such as staff wellbeing, communications and summer business casual staff training.


	9. 
	Work with health, safety and compliance team
Ensure the training delivered complements the skills training that the Health, Safety and Compliance team deliver.


	
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

	Criteria
	Essential
	Desirable

	Qualifications
	
	

	Graduate-level membership of a recognised, relevant  professional body, e.g. CIPD
	X
	

	
	
	

	Experience/Knowledge
	
	

	Identify training and development needs through analysis and regular consultation with stakeholders.
	X
	

	Design and delivery of training course and associate materials to a range of staff groups
	X
	

	Track record of successfully managing and delivering programmes of personal and professional development
	X
	

	Experience of providing expertise, planning support and facilitation to managers and teams
	X
	

	Up-to-date knowledge of learning and organisational development methods and theory
	X
	

	Experience of working in hospitality or related customer focused sector
	
	X

	Delivering tailored training intervention to individuals and small groups
	
	X

	Experience of ensuring training provisions is tailored, accessible and engaging for different staff groups
	X
	

	Experience of providing online training solutions
	X
	

	Skills
	
	

	Excellent written and verbal communication skills and the ability to tailor communications to different, diverse audiences
	X
	

	Experience of a coaching approach to developing manager
	X
	

	Ability to build rapport and trust
	X
	

	Ability to work under pressure in a fast-paced environment to meet tight deadlines
	X
	

	Provide support and guidance to managers, supervisors and team members reflecting the organisations core values and behaviours
	X 
	

	Negotiation and influencing skills
	X
	

	Developing on on-line training content using Moodle or other similar package
	
	X

	Attributes
	
	

	Strong team player
	X
	

	Flexibility to meet changing needs and demands
	X
	

	Aptitude for IT software and the improvements to processes and practices tools such as SharePoint and Power Automate can bring
	X
	



	   
Delivering the Experience

We have identified a set of effective behaviours or ‘acts’ which we value and have found to be consistent with high performance. Part of the selection process for this post will be to assess whether candidates have demonstrably exhibited these ‘acts’ previously. 


	Striving for Excellence:
Planning and organising workloads to ensure that deadlines are met within resource constraints.  Producing a high standard of work and consistently meeting objectives.  
  

	Providing Outstanding Service:
Willing and able to provide a professional, friendly and quality service to students, staff, commercial customers, visitors and suppliers. Displaying a positive ‘can-do’ attitude and tailoring the service to suit differing customer needs. 
  

	Problem Solving:
Able to remain calm under pressure and use initiative to overcome issues. Being proactive to ensure problems are not repeated and able to make suggestions on how we can improve. 
  

	Being Adaptable & Flexible:
Being open to new ideas and ways of working. Able to respond to shifting priorities and support colleagues when required.  


	Doing the Right Thing:
Being aware of how your behaviour impacts others. Showing respect and tolerance, being open and honest. Supporting environmental and fair-trade campaigns within Campus Services. 


	Caring:
Having a genuine desire to support others well-being. Being kind and compassionate to colleagues and customers. 


	Teamwork
Building effective working relationships. Working co-operatively with a wide range of inter-personal skills.   



	Developing self and others:
Showing commitment to own development. Seeking and accepting feedback.    
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