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Job Description

Please complete all accessible boxes and refer to the guidance on writing Job Descriptions
	Position Details

	Faculty/Directorate 
	Academic Services

	School/Department
	Library and Cultural Services

	Team
	Service Transformation and Experience

	Job Title
	Service Development Manager

	Grade
	8

	Hours of Work
	Full time

	Contract Duration (Perm/Fixed Term)
	Permanent

	Reports To (Job Title)
	Head of Service Transformation and Insight

	Responsible For (Job Title)
	



	Principal Accountabilities

	Support the continuous improvement of Library and Cultural Services (LCS) by co-ordinating service development activity and enabling effective delivery of cross-service initiatives. 
Manage business processes including staff development, health and safety, information governance, business continuity and risk management.



	Key Tasks

	Service development
Manage the review of systems and processes to identify opportunities for improvement, driving continuous innovation, modernisation and efficiency across LCS.
Lead or contribute to projects focused on service improvement, effectiveness and modernisation.
Support the Head of Service Transformation and Insight in planning and delivering cross LCS projects and service development initiatives.
Work collaboratively across LCS teams to embed consistent business practices, share knowledge, and promote continuous improvement.
Staff development and engagement
Implement the LCS staff development framework, ensuring development activity is strategically aligned, evidence-led and delivers impact.
Support employee engagement across LCS, ensuring staff are informed, involved and confident in achieving service objectives and delivering improvement.

Business management
Ensure robust arrangements for compliance, health and safety, business continuity, risk management and information governance, ensuring supporting policies and procedures are effective, efficient and up to date.
Maintain the currency of LCS policies, ensuring timely review, approval and communication across LCS.
Manage the LCS MS Teams and SharePoint sites, ensuring information is accurate, up to date and supports communication, collaboration and decision-making.

Liaison and networking
Work closely with the Planning and Performance Manager to ensure a joined up approach to service development, evaluation and improvement.
Build and maintain strong working relationships across Professional Services and the wider University to align approaches and share good practice.
Participate in peer networks across Academic Services to aid service improvement and enhancement, the development of shared values and a positive organisational culture.
Participate in formal networks and monitor sectoral trends to inform strategic and operational planning.
Share in Library and Cultural Services’ culture and ways of working.




	Special Features

	Owing to the particular responsibilities of the post, there will be some times of the year when it will either not be possible for the post holder to take annual leave, or be necessary to limit the amount of annual leave that can be taken. 
Some UK travel may be required. 
Some evening, weekend and bank holiday working may be required.



	Miscellaneous

	You will ensure that appropriate management systems and procedures are in place to meet your health and safety duties and responsibilities contained within the University’s health and safety policy. In particular you will ensure that appropriate risk assessments are carried out in respect of significant hazards and that safety inspections are undertaken on at least an annual cycle in each workplace under your control.
You are responsible for applying the University’s Equality and Diversity Policy.
You have a responsibility to promote high levels of customer care within your own areas of work.
You are expected to co-operate with the PDR process, engaging in the setting of objectives in order to assist in the monitoring of performance and the development of the individual.
You will assess the training and development needs of each member of staff under your control to ensure they are adequately supported in relation to their work responsibilities.
Such other relevant duties commensurate with the grade of the post as may be assigned by the Manager in agreement with you. Such agreement should not be unreasonably withheld.
You may be required to undertake a specific Health & Safety role, commensurate with your grade, to support the University in meeting its statutory Health & Safety obligations. This could include acting as a DSE Assessor, First Aider, Fire Marshall or Departmental Safety Co-ordinator. The allocation of such roles will be subject to the provision of appropriate training and assessment of competence.
You may, with reasonable notice, be required to work at any of the Manchester Metropolitan University sites. 
You are responsible for assessing and managing risk for all elements of work within your own area/team and for ensuring effective risk management processes are in place.
You have the responsibility to engage with the University’s commitment to Environmental Sustainability in order to reduce its waste, energy consumption and carbon footprint.
You have the responsibility to engage with the University’s commitment to delivering value for money services that optimise the use of resources and therefore should consider this when undertaking all duties and aspects of your role.



	Review

	This is a description of the job at the time of issue. It is the University’s practice periodically to review and update job descriptions to ensure that they accurately reflect the current nature of the job and requirements of the University and to incorporate reasonable changes where required, in consultation with the jobholder.
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	Person Specification
In order to be shortlisted you must demonstrate that you meet all the essential criteria and as many of the desirable criteria as possible. Where we have a large number of applications that meet all of the essential criteria, we will then use the desirable criteria to produce the shortlist.
	[image: ]
	All disabled candidates who meet the minimum essential criteria will be included on the shortlist.




	Selection Criteria

	Attributes
	Item
	Relevant Criteria
	 Essential/
Desirable

	1
	Skills & Abilities
	1.1


1.2



1.3


1.4

1.5


1.6


1.7

	Skilled in planning, project co-ordination and evaluation to deliver effective outcomes.

Skilled in reviewing and improving systems, processes and services to drive efficiency, modernisation and continuous improvement.

Excellent communication, influencing and relationship-management skills.

Able to lead successful change and manage uncertainty.

Able to work collaboratively across teams and promote a culture of continuous improvement.

Skilled in managing business processes, policies and information systems.

Commitment to excellent customer experience.

	E


E



E


E

E


E


E


	2
	General & 
Specialist Knowledge
	2.1


2.2


2.3



2.4


2.5


2.6

	Understanding of Library and Cultural Services strategy and knowledge of services.

Knowledge and understanding of the issues and context within which UK higher education operates.

Knowledge of compliance, health and safety, risk management, information governance and business continuity processes.

Understanding of evidence-based decision-making and performance evaluation.

Knowledge of methodologies for service improvement and change management.

Knowledge of staff development frameworks and approaches to employee engagement.

	E


E


E



E


D


D


	3
	Education & 
Training
	3.1


3.2
	A degree or equivalent qualification in a relevant subject area or relevant experience.

Project management qualification or experience.
	E


D

	4
	Relevant 
Experience
	4.1


4.2


4.3


4.4


4.5



4.6

	Experience of co-ordinating and delivering service development initiatives.

Experience of leading and/or supporting projects focused on service improvement, modernisation or efficiency.

Experience of supporting staff development and employee engagement across teams.

Experience of managing compliance, risk, business continuity or information governance.

Experience of managing information systems, e.g. MS Teams and SharePoint, to support communication, collaboration and decision-making.

Experience of building collaborative relationships and working in partnership with internal and external stakeholders.

	E


E


E


E


E



D


	5
	Special 
Requirements
	5.1


5.2


5.3
	Evidence of, and commitment to, ongoing personal and professional development. 
 
A commitment to equality and diversity policies and objectives. 
 
The ability to travel as necessary within the UK and overseas. 

	E


E


E

	Date of Revision
	December 2025
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