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JOB DESCRIPTION

Job Title:		Business Support Manager
Ref no:
Campus:		Hendon
School/Service:	Digital and Library Services
Grade:		Grade 8
Starting Salary:	£50,858 per annum pro-rata (for part-time staff) inclusive of Outer London Weighting rising to £58,464 incrementally each year.
Hours:		35.5 hours per week, actual daily hours by arrangement.
Period:		Permanent

Reporting to:	            Director of Library Services and Digital Skills

Reporting to
Job Holder:	Senior Business Support Coordinator (1 x FTE)
	Business Support Coordinator (0.4 x FTE)


Overall Purpose:

The Business Support Team is designed to facilitate the smooth running of the department by leading the management of financial and HR processes in the department (including budgeting, procurement and reconciliation).  The role supports the CIO and other senior colleagues in their duties, by undertaking departmental financial management, procurement support, and leading the general administration function of the team.

To be responsible for the University’s centralised budgeting, purchasing, management and monitoring of software license and software maintenance contracts in collaboration with stakeholders.

Responsible for managing the Business Support Team.

Principal Duties:

Business Support
· Management of the Business Support Team; giving direction to and setting objectives for the team members.  Appraising staff within the team and reviewing progress against targets, developing, guiding and supporting staff.

· Leading teams delivering project-based work including project planning, assigning tasks, project management, performing technical and quality review of team members’ work, generating high quality deliverables and in doing so, develop supporting documentation.

· Oversee Finance and HR processes and support activities for the CIO and Digital and Library Services.

· Oversee and support the CIO in the creation of tender documents, for the retender of hardware, services and software contracts in a timely fashion.

· Ensure the Business Support Team provide effective support of the activities across all Digital and Library Service groups and collaborate effectively with the University Procurement Office and provide excellent customer service.
· Contribute to the formulation of the Digital and Library Service service plans and annual budgets specifically in respect of tracking expenditure on software, hardware, service contracts.

· Ensure customer satisfaction through effective communication and managing expectations.


Software Licence and Maintenance Management
· To be responsible for the University’s centralised purchase and renewal of software licenses and software maintenance contracts.

· Responsible for the development, implementation and operation of Software Asset Management Tools and Procedures to ensure the effective management and tracking of all life cycle processes from requirement definition, procurement, implementation, update through to retirement, ensuring compliance with software license requirements.

· Responsible for developing and maintaining software management processes and policies in accordance with best practice and all relevant legislation and regulations.

· Pro-actively manage the software maintenance budget, reporting on and monitoring expenditure to the CIO and in support of budgeting processes, devise, develop and maintain a costed 5-year software procurement/refresh strategy which supports School and Service objectives, researching cost-effective licensing solutions for new software and alternatives to non-supported software.

· Provide specialist professional technical advice and make recommendations on complex software licensing models, including concurrent, non-concurrent, site wide, virtualised, cloud, etc., considering the longer-term strategic requirements of the University.

· Ensure Digital and Library Services, School Technicians and other key staff are aware of, are trained in the use of, and have access to SAM data and tools, as appropriate.

Communication
· Deliver clear and accurate information regarding the IT Services provided by Digital and Library Services and the 3rd party Managed Services providing details about SLAs and Service standards.

· Create system and end user documentation for support staff, write high level business reports for University senior managers and give presentations.

· Attend and contribute to Digital and Library Services, School and Departmental meetings and committees, relating to staff at all levels and disseminate information in relation to software procurement and license management.

· Develop strategies and document new systems of work from procedures to workflow diagrams and communication to the wider user community.

Collaboration and Networking
· Represent the University at software focus groups together with representatives from other Universities, to shape new agreements from suppliers such as, Adobe and Microsoft for the benefit of the Higher Education Community.
· Representing the University at external networks including but not limited to: CHEST Software Group, SUPC, Adobe Software User Group, JISC, Academic Applications Forum, and Office of Government Commerce.

· Work effectively with Deans, Service Directors, colleagues within Digital and Library Services and 3rd party suppliers.

· Collaborate with key stakeholders and University specialist technical staff in the distribution of licensed software to students; deciding the most effective provisioning method with the software distribution system (currently KACE) ensuring smooth installation and license compliance.

· Liaise closely across all teams within Digital and Library Services to deliver new software initiatives, liaising with 3rd party suppliers and providers of Managed Services to identify optimisation opportunities which deliver cost efficiencies and research inventive funding opportunities.

Skills
· Maintain expert level of licencing knowledge and how compliance is calculated and managed with Tier 1 Software Publisher vendors such as Microsoft, Adobe, Oracle and Cisco.

· Maintain a good working knowledge in relevant areas, at present these include: Hardware asset management system (Dell KACE), Software asset management system (Key server), Remote Desktop technologies, Microsoft Office products, Windows and Apple Operating Systems, IBM Tivoli Framework Management, CCSS ITSM Tools, University MIS systems, University Email systems, SQL Server Reporting, Crystal reporting, Anti-Virus, Anti-Spyware and CHEST/SUPC/OGC supplier databases.

· Maintain a high level of IT technical awareness including knowledge of IT architectural infrastructure, such as networks, servers, desktops, cloud computing, virtualisation and ITIL change and configuration management within a large-scale organisation.

· Deliver projects using an industry standard project methodology, preferably Prince 2.

· Undertake continuous professional development and participate in staff development and training activities to update and enhance skills.

General
· Deputise for the Director of Library Services and Digital Skills, as required.
· Undertake other duties, as agreed with the Director of Library Services and Digital Skills.


PERSON SPECIFICATION

Job Title:	Business Support Manager

Your supporting statement on your application form will be assessed to see how you meet each of the following criteria

SELECTION CRITERIA:
Education / Qualifications

Essential
· Possess degree/HND or equivalent significant relevant experience.
Desirable
· Membership of an industry standard education and qualification body representing purchasing and supply chain professionals, preferably Chartered Institute of Purchasing and Supply (CIPS), and continuing professional development.

Experience:

Essential
· Proven ability to take a strategic view in planning complex projects, identifying risks, predicting potential contingencies and recommend practical solutions to complex business and technical problems.
· Experience of budget management.
· Extensive experience of software license management and asset management systems in a large organisation – preferably within an educational environment.
· Ability to demonstrate experience of building mutually beneficial and collaborative relationships at all levels between different parts of the organisation.

Knowledge:

Essential
· Possess a good understanding of emerging technologies including: Virtualisation (desktops / servers / networks), Cloud Computing and License Key Servers, and how they impact on software licensing.
· Proven significant working knowledge of: computer software licensing contracts; computer software support and maintenance contracts.

Desirable
· Excellent understanding of contract law, and of the University’s Financial & Purchasing Regulations.
· Possess a good working knowledge of ITIL Change and Configuration Management, and Prince Project Management Methodology.



Skills:

Essential
· Strong management skills and leadership qualities with the ability to initiate, develop, lead and motivate team working.
· Excellent verbal and written communication and presentation skills with the ability to relate to all levels and to influence others through negotiation and persuasion.
· Possess excellent negotiation skills with experience in methods and techniques for negotiating contracts for the supply of IT products and services.
· Ability to think logically to analyse complex information in order to identify key issues and make effective decisions.
· Excellent customer service skills.

Equality Diversity and Inclusion
Essential:
· Demonstrable commitment to fairness and the principles of equality and inclusion.

MU Services Limited
Middlesex University has established a wholly owned subsidiary, MU Services Limited, to provide professional services to the University.  Staff of MU Services Limited will work alongside Middlesex University staff and will be employed by MU Services Limited.  All University policies and procedures and the University Professional Services Staff Handbook will apply to MU Services Limited staff during their employment, unless where expressly stated otherwise.

_____________________________________________________________________

Annual Leave: 30 days per annum plus eight Bank Holidays and seven University days taken at Christmas (pro-rata for part-time staff) which may need to be taken as time off in lieu.


Flexibility: Please note that given the need for flexibility in order to meet the changing requirements of the University, the duties and location of this post and the role of the post-holder may be changed after consultation. The balance of duties may vary over time and will be reviewed as part of the appraisal process.

Parking at Hendon campus
There are currently Regular Parking Permits and Pre-Paid Parking options available to new joiners. Further details are available on the Travel and transport page on the staff intranet. Please note if the number of applications becomes oversubscribed these parking options could be withdrawn at any point.

Information for Disabled Staff
Staff and visitors with their own current blue badge have access to free parking on campus.  All blue badge holders should present a copy of their blue badge to the security office in the Quad.  Holders will be given car park access up to the date of expiry of their blue badge.

Public Transport
Our Hendon Campus is well served by public transport with buses, London underground and British Rail services all within a short walk of the campus.  You can get detailed journey information from TfL (www.tfl.gov.uk) and have a look at our directions and location to help plan your travel: http://www.mdx.ac.uk/aboutus/Location/hendon/directions/index.aspx.

We offer an interest-free season ticket loan, interest-free motorbike loan, a cycle to work scheme and bicycle and motorbike parking and changing facilities. 

We value diversity and strive to create a fairer, more equitable work environment for our staff and students.

We offer a range of family friendly, inclusive employment policies, flexible working arrangements, staff diversity networks, campus facilities and services to support staff from different backgrounds.

The postholder should actively follow Middlesex University policies and procedures and maintain an awareness and observation of Fire and Health & Safety Regulations.


image1.png
Middlesex
University

MU Services Limited




