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JOB DESCRIPTION

Job Title:		Business Support Coordinator
Ref no:
Campus:		Hendon
School/Service:	Digital and Library Services
Grade:		Grade 6
Starting Salary:	£36,841 per annum pro-rata (for part-time staff) inclusive of Outer 
		London Weighting rising to £42,064 incrementally each year.
Hours:		35.5 hours per week, actual daily hours by arrangement.
Period:		Permanent

Reporting to:	            Business Support Manager

Reporting to
Job Holder:	None


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.

Principal Duties:

· Lead the operation of departmental financial processes:
· Support Senior Managers in understanding their budgets and undertaking financial processes – including raising of requisitions.
· Liaise with Middlesex University Finance and external suppliers over the submission of orders, receipt of goods and payment of invoices.
· Support the CIO with the creation of budget forecasts.
· Support the CIO with the reconciliation of in year budgets and actuals – identifying areas of over or under spending.
· Support the CIO in completion of year-end processes.

· Support major procurement exercises:
· Provide assistance with drafting requirement and tender documents.
· Respond to supplier enquiries.
· Coordinate and ensure record keeping of tender scoring and moderation.
· Ensure appropriate documentation is generated and held including procurement decisions.

· Support the Chief Information Officer with the day-to-day operation of the department by:
· Facilitating key departmental meetings, keeping a record of notes and actions, and preparing and communicating notes for information amongst the department.
· Maintaining the departmental web presence.


· Coordinate the department’s responses to Freedom of Information (FoI) requests, GDPR Subject Access Requests, etc.

· Undertake any other appropriate duties as directed by the CIO.

· Undertake projects and other such duties as required by the CIO, or by Senior Managers within the department.

· 

PERSON SPECIFICATION

Job Title:	Business Support Coordinator

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:
· Educated to degree level or equivalent qualification, or having substantial relevant work experience.
Desirable:
· Evidence of having undertaken CPD.
Experience:
Essential:
· Significant experience of managing the administration of a busy organisation.
· Experience in financial management/budget planning/monitoring.
· Experience of gathering requirements for, and participating in, significant business process change in a large organisation.
· Experience of working with external suppliers and supplier consultants.
Desirable
· Experience of working within a Higher Education setting.
· Experience of supporting/coordinating procurement exercises.

Knowledge:
Essential:
· Familiarity with student records systems, finance systems, human resources systems or similar enterprise software solutions.
· Knowledge of the procurement methods, approaches and regulations affecting UK HEIs (including OJEU procurement).
· Knowledge of the scope of IT and/or library services provided in UK HEIs.
· An understanding of good practice financial procedures and procurement legislation.
Desirable
· Good understanding of current UK higher education issues and their impact on university management, administrative systems and services.
· Demonstrable knowledge of change control and configuration management procedures.

Skills:	
Essential:
· Competent financial/numeracy skills and able to monitor budgets and maintain accurate records.
· Demonstrable ability to identify and recommend areas for action, to draft plans, and to recommend and implement solutions.
· Ability to set up filing systems and databases to enable clear and concise records to be kept, including producing minutes and records of meetings and decisions taken.


· Must be confident in the use of numerical and technical data, with good attention to detail.
· Excellent communication skills, verbal and written and ability to present coherent argument to achieve the desired outcome.
· Good standard of IT literacy.
· Excellent organisational skills to communicate effectively in all situations to varied audiences and develop positive relationships with stakeholders.
· A methodical approach to work with proven ability to prioritise, plan and organise own workload.

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.
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