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Job Description

	Job title:

	Digital Training Officer (Systems Implementation)

	Department/School:

	Human Resources

	Grade:

	6 (Fixed Term contract)

	Location:

	University of Bath premises



	Job purpose


	This role will be supporting the University’s CLEAR (Cloud-Enabling and Agresso Re-platforming) project which is a key University Strategic Project due to be delivered in February 2027.  The CLEAR project aims:

· To ensure a fit for purpose, supported finance system with supplier Unit4

· Reimagine how we use a finance system to optimise functionality (adopt not adapt)

· Put in place the technology foundations to enable a finance system and other systems to migrate to the cloud

· Align with the University's Data & Insight reporting strategy of obtaining operational reporting from core systems.

The Digital Training Officer (Systems Implementation) will support the HR Lead (Strategic Change & Projects) to ensure staff and students are trained on the new Unit4 system in preparation for go live in February 2027. This role focuses on working with key stakeholders in the project to plan, create, co-ordinate and deliver clear and engaging training materials for diverse groups to help upskill/train staff in the new system.

Working closely with others in the project, the postholder receives guidance and support from subject matter experts to translate requirements into accessible learning resources.  

The postholder uses their communication, content creation and training skills to make the training simple, understandable and actionable for colleagues. They use a variety of formats to engage audiences in creative ways and adapt content for different channels. They also help to understand the short and long-term impacts of training, focusing on behaviour and culture change.




	Source and nature of management provided 


	HR Lead (Strategic Change & Projects)




	Staff management responsibility


	None





	Special conditions 


	This is a hybrid role, with a primary base on the University of Bath Claverton Down campus. There will also be a need to attend the Virgil Building site in the City Centre.

Standard University business hours are 9.00am – 5.20pm Monday to Thursday and 9.00am – 5.10pm Friday. From time to time you will be required to work outside these hours. 





	Main duties and responsibilities 


	Training Delivery and Support
· Supports the delivery of training across designated project activities 
· Contribute to and help shape the training needs analysis for the ERP rollout
· Working with Subject Matter Experts (SME’s), design and create appropriate training packages for staff
· Schedule training sessions and gather attendance/completion records and feedback
· Support in delivering live system training to a wide variety of audiences via workshops, webinars, briefings, etc.
· Co-deliver training alongside SME’s
· Manage the storage of training materials, ensuring they are accessible to the relevant people
· Support training delivery to a large and complex user base across the University

E-Learning, Guidance, Webpage and Digital Resources
· Develop and maintain reusable online, on demand learning and interactive content.
· Script, support recordings and edit screen recordings to produce training materials.
· Ensure all training materials meet accessibility standards and are inclusive for all users
· Work with the Communications Lead on the project to maintain web content and internal SharePoint guidance and pages relating to the use of the new system.

Monitoring and Improvement
· Gather feedback on the impact on their training, and aim for continuous improvement
· Support an evaluation programme to understand the short and long-term impacts of the training, focusing on behaviour and culture

Other activities

· Support UAT or go-live readiness activities
· Support user adoption and readiness by reinforcing key messages and behaviours required to transition to the new system


	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 – to add to


	Criteria:  Qualifications and Training

	Essential
	Desirable

	Good degree (or equivalent relevant qualifications)
	
	X

	Understanding of the principles of IT security, data protection, records management, data quality 
	
	X



	Criteria:  Knowledge and Experience

	Essential
	Desirable

	Experience of scripting, recording and editing training packages using applications such as Clipchamp or CapCut
	X
	

	Experience of co-ordinating and implementing training for a new system across a large and diverse organisation
	X
	

	Editorial or copywriting experience, including writing for different audiences
	
	X

	Strong experience of the M365 suite, including Word, Outlook, Teams, Forms, SharePoint and OneDrive
	X
	

	An excellent working knowledge of communications methodologies and evidence of having delivered them in practice
	
	X

	Experience of supporting and delivering training to upskill a diverse group of stakeholders for a system implementation
	X
	

	Experience working in Higher Education
	
	X



	Criteria: Skills and Aptitudes

	Essential
	Desirable

	Ability to work at pace and under pressure
	X
	

	Excellent communication skills, both written and verbal
	X
	

	Ability to produce and/or make use of content such as graphics, audio and video
	X
	

	Ability to balance demands of range of stakeholders with differing priorities and ways of working
	X
	

	Ability to adapt communication style a range of audiences with a flair to deliver creative communications solutions
	X
	

	Confident and articulate with an ability to persuade and influence
	X
	

	Good grasp of design and layout of information for effective training materials
	X
	

	Ability to work in a complex environment while providing simple customer friendly explanations and materials
	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. 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 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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