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Job Description

	Job title:
	Doctoral Training and Development Officer

	Department/School:
	Doctoral College

	Grade:
	6 (0.8 FTE)

	Location:
	University of Bath premises. The role is predominantly campus-based, though there will be some flexibility for remote working 1 – 2 days per week subject to operational need.



	Job purpose

	
The Doctoral Training and Development Officer is responsible for the coordination, delivery and continuous development of the University's Doctoral Development Programme, ensuring doctoral researchers have access to a high-quality, inclusive and impactful programme of professional, academic and personal development throughout their doctoral journey.

The postholder will coordinate the annual programme of workshops and development opportunities, deliver selected training sessions and writing retreats, support the University's doctoral coaching programme and oversee the online doctoral development platform. The postholder will work collaboratively with internal and external partners to develop innovative approaches to researcher development. The role will also support the development of tailored provision at key stages of the doctoral journey, including for new doctoral researchers and those approaching completion.




	Source and nature of management provided 

	
Head of Doctoral Researcher Development and Experience




	Staff management responsibility

	
Casual administrative staff who support training and development activities. It may also involve managing some hourly paid workers who deliver training and associated activities.




	Special conditions 

	
You will be expected to support wider doctoral development team events and activities, which may require you from time to time to spend more time on campus and work some evenings for which time off in lieu will be granted. 

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.  






	Main duties and responsibilities 

	1
	Management and delivery of doctoral researcher development provision
· Coordinate the annual Doctoral Development Programme, ensuring a comprehensive and responsive programme of training and development opportunities. 
· Supported by the Head of Doctoral Researcher Development and Experience, plan and deliver workshops, webinars and development activities for doctoral researchers, as and when appropriate. 
· Develop and enhance provision targeted at key stages of the doctoral journey, including induction for new researchers and support for researchers approaching completion. 
· Coordinate development activities, including writing retreats and other researcher support initiatives, such as developmental mentoring for activities such as Three Minute Thesis.
· Support the doctoral coaching network, matching coaches and coachees, as well as monitoring participation to evaluate its impact.
· Work collaboratively with colleagues to identify emerging development needs and introduce new learning opportunities.


	2







	Learning design, digital resources and development platforms
· Manage and develop the University's online doctoral development platform, ensuring resources are current, accessible and aligned with researcher needs.
· Develop and maintain digital learning resources to complement face-to-face provision.
· Support the creation of learner pathways and accessible development opportunities for diverse doctoral researcher groups, including part-time and remote researchers.
· Review and enhance training materials to ensure quality and consistency.


	3
	Training coordination, facilitation and external provider management
· Under the guidance of the Head of Doctoral Researcher Development and Experience, commission, coordinate and support internal and external trainers and facilitators to deliver specialist development activities. 
· Maintain positive working relationships with external providers, including agreeing requirements, schedules and delivery arrangements. 
· Coordinate procurement processes, contracts and payments for external trainers and facilitators, working with Finance and Procurement colleagues. 
· Monitor delivery quality and ensure training provision represents value for money. 
· Maintain a network of facilitators and contributors to support the wider doctoral development offer.


	4
	Evaluation, quality enhancement and reporting
· Develop and implement evaluation approaches to measure the effectiveness and impact of training and development activities. 
· Analyse participation, engagement and feedback data to identify improvements. 
· Produce reports and insights that can be used by the Head of Doctoral Researcher Development and Experience to support strategic decision-making and demonstrate impact. 
· Use evaluation findings to enhance programme design and ensure activities meet researcher needs. 
· Contribute evidence for institutional reporting, quality enhancement and external requirements.


	5
	Collaboration and partnership working
· Develop effective working relationships with academic departments, Centres for Doctoral Training (CDTs), professional services and doctoral researchers. 
· Work with CDTs to identify opportunities for collaboration and shared development provision. 
· Build relationships with other universities and researcher development networks to explore shared training opportunities, resource sharing and collaborative delivery.
· Engage with sector organisations and networks to remain informed of developments in doctoral education and researcher development.


	6
	Programme administration and operational management
· Manage the operational processes required to deliver an effective doctoral development programme. 
· Maintain accurate records relating to training activity, participation, budgets and evaluation. 
· Coordinate bookings, communications and logistical arrangements for development activities. 
· Line manage associated staff to support with the operational delivery of administrative tasks. 
· General administrative duties to support the Doctoral Development Team, e.g. managing the shared inbox, first point of contact for training and development, maintaining records etc.
· Manage expenditure relating to training provision and ensure appropriate use of resources. 
· Support planning, reporting and continuous improvement activities within the Doctoral College.


	Internal and External relationships:
Internal:
Doctoral college staff, doctoral researchers, academic and administrative staff within Faculties/School, internal trainers, student communications manager, professional service staff, Centres for Doctoral Training, Skills Centre, Library Services, Careers, IT Services, Equality, diversity and inclusion.

External:
External trainers, facilitators and consultants, partner universities and researcher development professionals, GW4 alliance, professional bodies supporting researcher development, external venues
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Person Specification

	Criteria:  Qualifications and Training
	Essential
	Desirable

	Degree or equivalent experience in a relevant area such as education, training, learning and development, student experience, professional development or a related discipline.
	
	

	Relevant professional qualification in learning and development, coaching, facilitation, project management or equivalent
	
	



	Criteria:  Knowledge and Experience
	Essential
	Desirable

	Understanding of the principles of professional and skills development and the needs of postgraduate researchers or early career researchers.
	
	

	Understanding of effective approaches to adult learning, facilitation and blended learning.
	
	

	Knowledge of digital learning approaches and online learning platforms.
	
	

	Experience of maintaining or developing online learning resources or platforms.
	
	

	Experience of coordinating learning and development programmes, including planning, organising and delivering training activities.
	
	

	Experience of working with external providers, consultants or facilitators.
	
	

	Experience of designing and facilitating workshops, or interactive learning activities for researchers, students or professional audiences.
	
	

	Experience of managing multiple activities, deadlines and priorities within a programme of work.
	
	

	Experience of gathering, analysing and using feedback and evaluation data to improve services and demonstrate impact.
	
	

	Experience of building effective relationships with a range of stakeholders and working collaboratively across teams or organisations
	
	

	Experience of supporting coaching, mentoring or peer development initiatives.
	
	

	Experience of line managing or supporting others within a team.
	
	



	Criteria: Skills and Aptitudes
	Essential
	Desirable

	Strong digital skills including knowledge of MS Office packages, and ability to quickly learn and use IT software and systems
	
	

	Able to demonstrate excellent written and verbal communication skills
	
	

	Ability to interact effectively with people at all levels, especially students
	
	

	Information management skills, including a high level of accuracy, numeracy and attention to detail
	
	

	Ability to analyse information and prepare reports
	
	

	Excellent organisational skills, with ability to plan, prioritise and work to a timetable
	
	

	Flexibility of approach and willingness to learn new tasks
	
	

	Ability to work effectively in a team and willingness to support colleagues
	
	

	Able to work quickly and calmly under pressure and still maintain accuracy
	
	

	Commitment to providing an excellent experience for doctoral researchers and responding to learner needs.
	
	

	Willingness to work flexible hours occasionally, as and when required.
	
	





	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 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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