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				Job Description
 
Role Title: 			Timetabling Systems & Data Manager
Dept:	Academic Registry: Timetabling & Examinations 
Reference:		MPF1524		
Grade:			7
Full or Part time:    	Full time 
Hours: 			1.0 FTE 
Reports to:		Head of Timetabling & Examinations
 









Overview
Welcome to the Academic Registry, a newly structured, student-focused service bringing together a wide range of academic administrative functions under one umbrella. We empower schools by removing administrative barriers and enabling them to focus on teaching, learning, and research.
Across our teams, we manage key academic processes, including student records, quality assurance, student casework, home office compliance, data quality and systems, admissions, timetabling, and academic policy and regulation.  We ensure that academic and professional services work more effectively together to deliver a seamless, high quality and outstanding experience for students and staff.
The Timetabling and Examinations Team is responsible for producing the University’s academic timetables with student experience at the heart of the work we do.  We work extensively with schools, providing specialist advice, support and training, as well as providing high quality data reports to key stakeholders.
It is an exciting time to join the team, as we implement a new Timetable solution, driving service improvements, and delivering a quality timetable to our users, which will continue to evolve in line with changes to our education delivery. 
At Salford, we are proud of our diverse student population we work hard to create an inclusive culture where all our students and colleagues can bring their whole selves to the University.

Building a diverse workforce
We are striving to build a more diverse workforce, and we welcome and encourage applications from the widest talent pool. If you haven’t considered a career in Higher Education before, we want to hear from you. 
More information about our Equality, Diversity and Inclusion work is available here: https://www.salford.ac.uk/equality-and-diversity 

Our ways of working
We recognise the importance of a healthy balance between work and home life. While we need our staff to be available to deliver an excellent service, and some evening and weekend working may be required, we are open to agile ways of working that provide colleagues with flexibility, wherever work commitments allow. 



Your application will be assessed based on your responses to a set of competency questions linked to the essential criteria in the Person Specification above, along with your CV. We want your application to be the best it can be, so make sure you answer each question fully and provide clear examples of how you meet the criteria (simply stating that you have a skill or experience in an area is not sufficient). 

Role Purpose
The Timetabling Systems and Data Manager will lead the operational and technical development of the University's timetabling service, with responsibility for managing the core timetabling system and associated platforms to ensure efficient and effective delivery. They will be supported by a small team of staff and will work closely with the Timetable and Examinations Manager to drive a high-performance culture, delivering quality timetables in line with the timetabling principles and relevant policies. 

The role will focus on:
· Data integrity: the design and implementation of consistent data entry standards; maintaining and assuring the accuracy and consistency of data over its life cycle
· Fully exploiting the timetabling system capabilities and functionality by establishing a proactive relationship with the software supplier/support team
· Data modelling and reporting in order to inform strategy and planning medium to long term utilisation of the University estate
· Ensuring staff within the timetabling team and across the institution are fully trained in all aspects of data capture, entry and analysis in order to drive up data-led problem solving

Principal Duties & Responsibilities
· To manage the annual operational plan for the delivery of the academic timetable ensuring it aligns with timetabling principles and associated policies. – This will involve working collaboratively with colleagues responsible for key dependencies including programme approval, module enrolment and registration
· To establish procedures and capture methods for consistent timetable data entry in line with the annual process and ensure the accuracy, quality and timeliness of academic timetable data within the University’s Timetable System and to implement regular data integrity checking across the academic year
· To maintain processes for capturing programme/module changes in advance which will inform efficient and effective timetabling and efficient estate utilisation
· To collaborate with and support colleagues in Estates and Property Services in driving improvements in estate utilisation and to capture and resolve estate related issues which impact the efficient delivery of the timetable
· To lead the annual exercise of scheduling academic events, alongside in-year activity and multiple programme intake demands
· To lead on service improvements ensuring a student-centred approach to the timetable, including personalisation and accessibility. 
· To devise and deliver a reporting schedule which provides regular updates on all aspects of timetable performance, supporting data driven decision making, to key stakeholder groups
· Take a lead role in building productive relationships between the university and the supplier of timetabling software (TimeEdit) in order to ensure full use of system functionality
· To devise and deliver a programme of formal systems and timetable procedures training alongside the promotion of best practice through a range of delivery methods and formats
· Ensure examinations are supported within the current and new technology solutions, and continuously review processes to identify efficiencies and improvements
· To maintain and uphold the University’s Timetable Policy contributing to culture change over time, in the university approach to timetabling, utilisation and best practice
· Line manage a small team of staff through effective performance management team and personal development, coaching and mentoring 
· Contribute to University projects requiring technical understanding of the timetable systems and data structures, liaising across the timetable team and other stakeholders to ensure a joined-up approach
· Perform any other duties appropriate to the grade as may be required by the Head of Timetabling and Examinations and the Academic Registrar.
· Comply with the personal health and safety responsibilities specified in the University Health and Safety policy;
· Engage with the University’s commitment to deliver value for money services that optimise the use of resources by maintaining a cost-conscious approach when undertaking all duties and aspects of the role
· Promote equality and diversity for students and staff and sustain an inclusive and supportive study and work environment in accordance with university policy.

This role detail is a guide to the work you will initially be required to undertake.  It may be changed from time to time to meet changing circumstances.  It does not form part of your Contract of Employment.

Person specification follows on next page 



Person Specification
The successful candidate should demonstrate the following, which are ‘Essential’ (E) or ‘Desirable’ (D), and will be assessed by Application Form (A), Interview (I), Presentation (P), or Test (T), as indicated. 

Qualifications 
1. Educated to degree level or equivalent qualification or significant equivalent experience in a similar role (E)(A)(I)
2. Microsoft Certified: Power BI Data Analyst Associate (PL-300) - Core certification for Power BI report building and data analysis (D)(A)

Background and Experience
3. Knowledge or experience of working within a timetabling role within Higher Education (E)(A)(I)
4. A background as ‘system/process’ owner for the delivery of academic timetables, and room bookings in an HE setting (E)(A)(I)
5. Experience of scheduling a range of academic events and methods of producing personalised timetables for staff and students (D)(A)(I)
6. Experience of developing and delivering training to a diverse range of stakeholders (D)(A)(I)
7. Experience of maintaining high levels of data accuracy across large operational and strategically important databases/systems (E)(A)(I)
8. Experience of motivating, empowering, and developing a high performing, customer-focused team (D)(A)(I)
9. Managing process timelines, planning deliverables and identifying key process dependencies (E)(A)(I)

Knowledge
10. Timetabling planning and ‘expert-user’ timetabling software knowledge (D)(A)(I)
11. Current trends in Timetabling Systems Development (D)(A)(I)
12. Higher level data interrogation and statistical analysis e.g. use of reporting tools data modelling, (e.g. Student, Staff, Estates & Academic),data entity relationships and forecasting techniques(E)(A)(I)
13. Experience of reviewing processes, identifying efficiencies, addressing process issues and finding viable solutions. (D)(A)(I)
14. A working knowledge of timetabling systems best-practice and how to develop and implement policy and procedures (E)(A)(I)
15. Knowledge and understanding of issues relating to data protection, cybersecurity and accessibility of digital systems (E)(A)(I)

Skills and Competencies
16. Strong interpersonal skills with an ability to build effective working relationships with a diverse range of colleagues (E)(A)(I)
17. Excellent communication skills, both written and verbal, with the ability to operate at all levels in a clear and concise manner with both technical and non- technical staff (E)(A)(I)
18. Excellent analytical and problem solving skills, with an ability to interpret complex information and present findings in an engaging and compelling manner, providing data insights and support decision making and service improvement (E)(A)(I)
19. Proficient in use of Power BI, with ability to create data visualisations, dashboards and intuitive reports to meet business requirements (E)(A)(I)
20. Well-developed planning and organisational skills with an ability to manage competing deadlines and manage resources to meet project and programme deadlines (E)(A)(I)
21. Ability to solve complex problems in collaboration with other colleagues (E)(A)(I)
22. Customer care skills with an ability to manage customer queries, route cases and provide solutions/guidance (E)(A)(I)
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