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	Job Title
	School Business Manager

	School / Service
	Architecture, Computing and Engineering

	Grade and Salary Range
	G grade, Starting at £51,030 per annum inclusive of London Weighting

	Location 
	Docklands

	Reporting to
	Dean of School of Architecture, Computing and Engineering

	Liaison with
	School Office Team

	Contract type
	Fixed Term (1 year – Maternity cover), full-time



Build your career, follow your passion, be inspired by our environment of success #BeTheChange 

THE UNIVERSITY OF EAST LONDON

If you are seeking a career that combines innovative education with a passion for crafting positive change, look no further than the University of East London. Founded in 1898 to meet the skills needs of the 2nd industrial revolution, we’re now in Year 5 of our ground-breaking 10-year Vision 2028 strategic plan, orchestrated by our Vice-Chancellor and President, Professor Amanda Broderick.

Our goal is to advance industry 5.0 careers-first education and provide a clear path to the jobs and opportunities of the future. We are committed to driving diversity in the 5.0 talent pipeline, working in partnership to promote talent wherever it is found and creating a sustainable, inclusive, and green future.

But we can't achieve this goal alone. We need forward-thinking, innovative, and curious individuals like you to join our community and help us shape the future. As part of our team, you'll have the opportunity to work with a diverse range of people who share your passion for generating positive change. We’re an inclusive and welcoming community that is constantly moving forward, never satisfied with the status quo.

If you're ready to join a team that values your outstanding skills and perspectives and is dedicated to making a difference, we invite you to explore a career with us. We are excited to welcome versatile individuals who are committed to advancing their careers while making a positive impact on the world.


JOB PURPOSE

As a member of the School Executive Team, you will be responsible for supporting the Dean of School and other key stakeholders in developing and implementing school strategy and operational management. You will lead and manage the school’s administrative support team, ensuring effective service provision across its area of remit to the school’s academic staff and other associated service areas (e.g., HR, Finance, Estates, Marketing, External Relations, Registry, etc.) You will ensure effective management of school resources, including facilitating, coordinating, and planning resource requirements and maintaining robust budget control. You will also act as the school’s focal point for liaison and networking with central functions and disseminate information in a timely and effective manner across the school.


KEY DUTIES AND RESPONSIBILITIES

School Management and Support for Dean of School and School Executive Team (SET) members:

· Provide professional advice and support to the Dean of School and all members of the School Management and Leadership teams
· Contribute significantly to the development, monitoring and completion of the School Plan, including accurate data capture and analysis, leading on specific projects in the plan, such as capital projects
· Oversee communications and information-sharing across the school and liaison/networking with other schools, services, and external partners
· Analyse and interpret data to provide management information for the SMT, including Finance, HR, Strategic Planning, Student Recruitment and Marketing, Assessment data, HESA return data and other central services
· Manage staff recruitment, development, training, restructuring exercises, school academic promotion processes, school PDR processes and completion and providing HR advice, support and monitoring with Dean of School, HR Business Partner, and school line managers as appropriate
· Supporting the Vice Dean, Heads of Department, Directors and School Cluster leaders and working with HR and other colleagues in workload allocation exercises, data analysis, including meetings with staff
· As a core member of the School Health and Safety Committee, leads on health and safety policy, communications, risk assessment processes and completion and other best practice
· Working with Dean of School and other members of SET to oversee and update school risk register and action mitigations as needed

Line Management:

· Leads and manages the school office team to ensure effective and efficient service provision in areas of remit, ensuring appropriate resourcing and allocation of work, training and development, PDR completion, performance management as appropriate, etc
· Promotes and supports continual process improvement in school and with other service areas 
· Supports School Technical Resources Manager as required with HR and other related issues in their areas of remit

Financial Responsibilities:

· Working closely with the Dean of School, other budget holders and Finance Business Partner in the preparation, forecasting, monitoring and review of budgets within the required financial regulations, policies, and procedures
· Responsible for completion of annual financial year-end processes
· Reviews and manages school HPL and temporary staffing budgets and ensures accuracy and control of school staff costs, working with Finance and HR and other services regarding changes and planning
· Ensures all procurement processes for school are undertaken in line with university policy and procedures
· Provides advice to SET, staff and others as needed on financial and procurement processes
· Ensures the school undertakes effective reporting and record-keeping of procurement and related good practices (e.g., reviewing purchase order status, assisting Finance with interpretation of variance analysis etc.)
· Working with the Research and Enterprise teams to oversee financial management of active school research projects and ensure the support for grant procurement from the school office
· Working with Finance, Legal, Estates and other Service teams as appropriate to ensure compliant and best practice large-scale procurement processes, including tendering, contractual agreements, as needed

Other managerial duties:

· Responsible for compliance and oversight of management of complaints processes within the school, working closely with colleagues from University Complaints and Appeals team
· Ensures school’s and school office teams use of digital assets and communication tools to make best use available platforms to promote and support school activities and access to resources, e.g., Teams, Intranet, school newsletters
· Working with other key school stakeholders, significantly contributes to events and activities in support of annual academic cycle, such as annual clearing cycle, school induction and welcome week activities, graduations, school end of year showcase events, summer school, UCAS recruitment activities relevant to school, etc.
· Oversees preparation and arrangements for other ad-hoc school events such as visits from external partners, external conferences, guest lecturers, school prize-giving events
· Deputises as required on behalf of Dean of School and other members of SMT
· To work in accordance with the University’s Equality, Diversity, and Inclusion policies


PERSON SPECIFICATION

KNOWLEDGE, SKILLS, AND EXPERIENCE
Essential criteria:

· Experience of working at a middle management level in an administrative/business management capacity in Higher Education or related sector
· Proven line management and HR experience and stakeholder management skills
· Project management, planning and data analysis skills and experience
· Previous demonstrable experience of effective finance, budget, and resource management with understanding of procurement and related processes
Desirable criteria:
· Experience of academic workload allocation management systems and of working to support workload allocations using University systems and software such as Agresso and iTrent


COMPETENCIES REQUIRED
   
Communication and Leadership:
· Excellent verbal and written communication skills, with the ability to receive, understand and convey information that needs accurate and careful explanation or interpretation in a clear and accurate manner with a high degree of tact and diplomacy
· Ability to exercise discretion in dealing with confidential or sensitive matters
· Ability to influence, persuade and negotiate to achieve positive outcomes and experience of contributing to collaborative decisions with senior colleagues


Service Delivery:

· Attention to detail and the ability to deliver work of a high standard
· Excellent organisation skills, with the ability to plan, prioritise and organise work and resources
· Ability to use initiative and creativity to solve problems and identify practical and suitable solution
· An innovative and flexible approach to work, with the ability to deal positively and constructively with change and to juggle conflicting priorities

Other essential criteria:

· Detailed understanding of standards around managing, protecting, and re-using information, including data protection requirements and best practice
· High level of digital literacy and IT skills including MS Office suite including Teams use of data analytics tools such as Power BI, financial management systems
· Commitment to and understanding of equality issues within a diverse and multicultural environment
 

EDUCATION, QUALIFICATIONS AND ACHIEVEMENTS
Essential criteria:

· A degree or equivalent qualification in a relevant subject with evidence of strong intellectual, analytical and communication skills

Desirable criteria:

· A postgraduate degree in an HR or management related discipline or equivalent professional qualification


UEL is an inclusive equal opportunities employer and are proud of our Equality, Diversity and Inclusivity achievements. We expect all employees of UEL to accept our EDI policy and will not tolerate discrimination in any form. As an employee of UEL, we expect you to follow all relevant Health & Safety policies. 

We're a disability confident employer and value all applications. Please let us know if you require any reasonable accommodations throughout the recruitment process.

So, if you’d like to take your career to the next level with us here at the University of East London and are passionate about our environment and commit to success, we want you to apply today!
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