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Job Description

	Job title:
	Department Operations Manager

	Department/School:
	Faculty of Engineering & Design

	Grade:
	7

	Location:
	University of Bath main campus



	Job purpose

	
As a leader within the Faculty’s Department Support Hub team, the Department Operations Manager takes responsibility for the provision of effective and efficient operational management across one or more Departments within the Faculty by managing the Departments’ administrative processes, resources and finances to facilitate the smooth day to day running of the Department, at all times, ensuring compliance with the University’s regulations and procedures. 

The post holder will be an integral member of the Department’s senior leadership team providing high level support to the Head of Department (HoD) and Department Executive, contributing to the organisational development of the Department/s and the Faculty.

With a responsibility across one or more Departments within the Faculty, the post holder will undertake line management responsibility for professional services staff and initiate, coordinate and undertake a range of core activities relating to HR, Finance, facilities and space allocation, contractual agreements, seminar and events planning, and any other strategically important projects in support of Departmental and Faculty strategic priorities.  In doing so, the postholder will build and maintain effective relationships with academic and professional services staff across the Faculty, including by participating in Faculty networks 

The post holder will develop and maintain a culture of commonality across the Faculty, standardised on best practice and undertake regular reviews to ensure the continuous improvement of our professional services offering, balancing the needs of individual departments/disciplines with efficiency benefits of aggregation and standardisation. As a member of a team of Department Operations Managers, the postholder works collaboratively to ensure the highest standards of service are provided to all departments including supporting each other during times of absence and working together on joint projects.

Due to the nature of the role, you would need to be on campus at least two days a week if part time and three days a week if full time. 



	Source and nature of management provided 

	
Head of Faculty Executive Services or Director of Operations (DoO) with daily communication with the Head of Department (HoD)




	Staff management responsibility

	
Dependent on Department, professional services staff but normally one or more Department Coordinators/Administrative Assistants




	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.  These may include assisting in the facilitation of CPD activities.  This will form part of your substantive role and you will not receive additional payment for these activities.  

There may be a need to work some Saturdays to support the University’s activities.




	Main duties and responsibilities 

	
Accountable to the Head of Faculty Executive Support and Director of Operations for the overall organisation, planning, and management of support services at a Departmental level and supporting the operational plan to deliver and achieve the Department and Faculty’s strategic objectives.  Line management responsibility for professional services staff within each Department as required. 


	1
	Support for the Management of Staff and Resources

i To take responsibility for the effective scheduling, progression and completion of HR processes in liaison with the DoO, HoD and the Department of Human Resources.  This will include the management of recruitment and selection activities; probation and promotion; sabbaticals; ensuring completion of risk assessments provision of advice on HR related policies and acting in the capacity of a senior user of iTrent, our HR database.
ii To oversee the operational management of Department professional services staff as set out in the organisational chart for the Faculty (including recruitment, deployment, probation, appraisal, performance reviews)  and acting as line manager for these staff.
iii To provide support to the HoD regarding the general management of Departmental budgets, ensuring appropriate scheduling, monitoring income and expenditure against budget, liaising with the Finance Department, and alerting the Head of Department (HoD) to any potential budget issues.
iv To provide support to the HoD in the administration of the Department’s information in the Workload Allocation Model System.
v To provide expert support and guidance to academic staff on the use of University systems as appropriate and ensuring that mandatory training is undertaken. 
vi To oversee the organisation of effective and efficient office systems, working collaboratively with other departmental staff within the Faculty to ensure a consistency of approach.
vii To be responsible for all office provision and manage the routine allocation of space in liaison with the DoTS/HoD, working collaboratively with other relevant staff to ensure optimisation of space usage across the Faculty as a whole.


	2
	Executive Support for the Department Senior Leadership Team/s

i To work with the HoD and Deputy (where applicable) as part of the Department Management Team to support them in their management responsibilities.  This will include drafting reports including the analysis of statistics and trends to compile relevant date, responding on their behalf, collating management information, supporting internal/external collaborations and writing business cases. 
ii To provide support to other members of the senior management team, such as the Director of Research and Director of Learning & Teaching in fulfilling their roles, working in liaison with the Faculty and University Professional Services as required.
iii To oversee the running of various Departmental committees.
iv To lead and coordinate projects or implement initiatives within the Department to ensure successful and timely delivery of projects or Departmental business.
v To undertake specific ad hoc research including the preparation of papers, presentations and briefings including data analysis and use of metrics.
vi To oversee the planning and execution of Departmental events, providing advice and guidance to staff as necessary.
vii To oversee the Department induction week, including liaising with appropriate central and faculty student support services and delegating tasks within the Faculty Support Hub and wider Faculty professional services team. 
viii To act as the Departmental interface with the University’s central administration, ensuring timely response to requests for information where appropriate.
ix To provide cover for other Department Operations Managers during times of absence to ensure ongoing, consistent support for all departments 


	3
	Support for Marketing and External Promotion

i Coordinate departmental student recruitment activities including Open Days and Offer Holder Days.
ii Identify and provide support for opportunities (both off- and online) to further enhance and develop awareness of the Department/Faculty’s profile.
iii Liaise with the Faculty Marketing & Communications team to evaluate and analyse the impact of any marketing and promotional activities.
iv Work collaboratively with Alumni Relations, Public Engagement and other members of the University’s Professional Services teams to identify activities to promote the Department/Faculty and increase the engagement of key stakeholders.


	4
	Strategic projects

i. To initiate and lead projects and other activities aligned with the Faculty’s strategic aims and objectives and in liaison with other University offices


	5
	Information and Communication

i To be responsible for gathering relevant information within the Departments and ensuring effective dissemination across the Faculty where appropriate (including the sharing of good practice).
ii To be the key contact across the Departments for communications, public relations and alumni issues. 
iii To support the Doo on the provision of information required for Freedom of Information/Data Protection requests and on copyright matters
iv To liaise with other University units as required and to contribute to relevant Working Groups.
v To champion in matters related to Equality, Diversity and Inclusion and actively address areas of potential bias.
 

	6
	Commitment to Effective Behaviours Framework

The postholder commits to working with our Effective Behaviours Framework as outlined in the person specification below.



	
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:  Qualifications and Training
	Essential
	Desirable

	A first degree or equivalent relevant professional experience
	
	



	Criteria:  Knowledge and Experience
	Essential
	Desirable

	Knowledge of administrative and support systems, process design and improvement
	
	

	Proven Professional Services skills gained within the Higher Education sector 
	
	

	An understanding of the complexities of the range of activities in an academic department
	
	

	Excellent verbal, written and numerical communication skills 
	
	

	Proven ability to negotiate and influence and use diplomacy where necessary
	
	

	Experience of managing budgets, staff and projects
	
	

	Excellent personal and interpersonal skills and the ability to interact successfully with people at all levels
	
	

	Receptive to change, new ideas and approaches 
	
	

	Committed to equality, diversity and inclusion, actively addressing areas of potential bias 
	
	

	Experience of service delivery and building customer relationships
	
	

	Experience of using Finance systems such as Agresso
	
	

	IT literacy and sound digital skills
	
	

	Experience of providing secretarial and executive support to committees
	
	

	Experience of providing high level administrative support to senior staff 
	
	

	A good understanding of the challenges facing the Department(s) and the University
	
	



	Criteria: Skills and Aptitudes
	Essential
	Desirable

	Strategic thinking and planning skills, with the ability to convert these to operational plans
	
	

	Ability to develop innovative solutions and to influence others to adopt them
	
	

	Well-developed influencing and relationship-building skills
	
	

	Ability to challenge the status quo effectively
	
	

	Ability to work as a team player, builder and leader
	
	

	Ability to liaise and co-operate with people across organisational boundaries
	
	

	Ability to work independently but seeking guidance and input as necessary
	
	

	Excellent analytical skills and problem-solving capability
	
	

	Project management and organisational skills
	
	

	Report writing skills
	
	





	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 7  Manager

	
Areas of influence
	
Across 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
· Takes responsibility for actions of self and the team
· Ensures regular, clear and consistent communication
· Respects confidentiality and demonstrates sensitivity when dealing with team issues

	Delivering excellent service
	· Interprets rules and regulations flexibly to balance customer and University needs
· Embeds a culture of continual reflection and improvement in team practices
· Implements operational plans that support the achievement of strategic goals

	Finding innovative solutions


	· Remains open to and applies best practice and fresh ideas from inside and outside the University 
· Actively seeks new ideas and approaches from across the University in order to improve efficiencies and resolve issues
· 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

	· Shares good practice with other parts of the University
· Aware of responsibility to University and funders in using resources
· Shares resources across Faculty team to advance objectives and achieve outcomes 
· Identifies ways in which resources can be used flexibly and imaginatively for the benefit of the Faculty within agreed limits 
· Deploys resources efficiently, at the right levels, delegating appropriately

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

	Developing self and others









	· 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
	· 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 say ‘no’ to activities that are less important or do not fit with Faculty priorities 
· Gains buy-in from others without direct authority 
· 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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