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 JE04789 - Centre / Planning and Resources Manager/(School Manager Core)
	1 JOB DESCRIPTION  
 
Faculty / School or Division: Centre for Innovation and Entrepreneurship, Faculty of Arts   Faculty/School or Division /Library Services   Faculty/School or Division 
 
	Job Family: 
	Professional & Administrative Services 

	Grade:   
	 K
	Salary range: 
	 

	Hours of work: 
	
	Contract type: 
	

	Work pattern: 
	
	Vacancy Reference Number: 


 
1.1 Main Job Purpose  

The Centre Manager provides high level advice and support to the Centre for Innovation and 
Entrepreneurship (CfIE) and is part of its Senior Leadership Team. As the Senior Professional Service Lead in the Centre, they have responsibility for effective operational management of the Centre and leading on strategic planning, to ensure the delivery of a high-quality education and student experience. 

1.2 	Standard Responsibilities   

· Support the Centre Leadership Team, notably the Centre Director, in the delivery of the Centre activities (including for administration, procurement, contracts, finance, planning, HR, department school and faculty, etc.), including deputising for them at Faculty, University level and external organisations to ensure effective and influential leadership across the Centre.  
· Play a major role in strategic planning and decision-making within the Centre, working with the Centre Director to prepare the Integrated Planning Process submission, budget and workforce plan to support delivery of the Centre strategy, whilst ensuring these are aligned with Faculty and University strategy. 

· Foster and lead a culture of continuous improvement in the Centre, including reviewing operational policies and procedures and leading any professional services structural and role changes, to deliver effective support to the Centre adapting to changing requirements.  
 
· Be the Professional Service Lead in the Centre providing support for recruitment, induction, development and performance of the Professional Services team, so that staff and students are provided with an efficient and effective service, whilst taking appropriate action to ensure performance standards are consistently met.  
· Analyse data and produce a range of reports to support the delivery of Centre strategy and ensure effective operational management of the Centre. Interpret data using a range of techniques; identifying trends, testing solutions, sourcing additional related information where appropriate, and making recommendations through briefings or formal reports.  
 
· Manage and coordinate timetable information as required to support the effective delivery of the Centre units liaising across the University due to the cross-Faculty nature of the programmes and multiple unit options available. 
 
· Interpret policy, legislation, regulations and national codes of practice, advising on the implications of non-compliance (e.g. UKVI), responding to and applying any necessary changes in the work of the Centre whilst ensuring that quality service standards are maintained and applied, and changes remain broadly consistent with operational policies and precedents.  
 
· Manage budgets and resourcing decisions within the Centre, having day to day oversight of financial budgets and resourcing decisions to support the delivery of Centre activities. 
 
· Build highly effective working relationships with Faculty business partners and other colleagues in HR, Finance, IT, Campus Division and School Managers to ensure that Centre priorities are understood and needs met; consulting to develop new and improved processes and systems. Present to internal and external meetings as required to ensure effective and timely delivery of services for the Centre. 
 
· Resolve queries and problems where the solutions may not be immediately apparent balancing diverse, partial or conflicting view, with a range of potential options available. Ensure solutions are assessed, assimilated and conveyed to the Centre Leadership team. Work collaboratively with other Divisions, Schools and Faculties in the event there are potentially sensitive issues to be resolved, e.g. Finance, HR or Timetabling. 
 
· Work independently to initiate, develop, implement and review administrative policies, procedures and systems for the effective and efficient support of education and ensure these are communicated effectively to staff and students. 
 
· Support the members of the Centre, both academic and professional services, who are line managers themselves, providing advice, guidance, mentoring and coaching support where necessary, to foster a culture of supportive and effective leadership across the Centre. 

1.3 	Relationships  
 
Line manager:  Faculty Operations Manager 
 
Line manager to (where appropriate):   
Deputy Student Administration Manager 
Senior Teaching Technician 
Executive Administration Manager 
 
1.4 	Pre-employment Checks 
No DBS check or health screening required.
 
 
	2 PERSON SPECIFICATION 
 
2.1 	Standard Skills, Knowledge & Experience Required  
	Criteria 
	Essential 
	Desirable 
	Assessed By A/I/T/O 

	Professionally qualified/relevant degree, plus significant experience in similar or related roles. 
	X 
	 
	A 

	Knowledge and understanding of higher education demonstrated through work experience in progressively senior roles. 
	X 
	 
	A/I 

	Experience of managing the activities of self and others with the ability to inspire and motivate colleagues.   
	X 
	 
	A/I 

	Significant project and change management skills with the ability to support teams through change. 
	X 
	 
	A/I 

	Authoritative knowledge of the work practices, processes and procedures, including University Education regulations. 
	X 
	 
	A/I 

	Awareness of the current and future activities of the University and Centre. 
	X 
	 
	A/I 

	Proven analytical and problem-solving capability with excellent numeracy and IT skills across a wide range of applications with good attention to detail.  
	X 
	 
	A/I 

	Proven communication, presentation and 
interpersonal skills with the ability to adapt style and approaches for different audiences and with skills to advise and influence at senior levels.   
	X 
	 
	I/O 

	Ability to plan and prioritise a high and consistently changing workload and to meet multiple deadlines.  
	X 
	 
	A/I 

	Ability to work independently with a high level of self-motivation and resilience.  
	X 
	 
	A/I 

	Excellent interpersonal skills with the ability to develop effective relationships and build trust and to influence effectively.  
	X 
	 
	A/I 


 
2.2 	Additional Skills, Knowledge & Experience (if applicable) 
  
	Criteria 
	Essential 
	Desirable 
	Assessed By A/I/T/O 

	Good working knowledge of University 
Information Management Systems (e.g. Student Information System (SiTs etc). 
	 
	X 
	A/I 


 
A – Application Form 
I – Interview 
T – Test or Scenario 
O – Other e.g. presentation, focus group 
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