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JOB DESCRIPTION & PERSON SPECIFICATION

	Post title:
	Business Partner

	Post number
	

	Faculty/Service:
	Knowledge & Digital Services
	DBS check required:
	N

	Employee Category:
	Professional Services
	Grade:
	5


	Post responsible to:
	Head of Partner Relationships


	Post/s responsible for:
	None




	Job purpose

	The Knowledge & Digital Services Business Partners are the key contact point for Faculties and Departments to share plans and the implementation of any stakeholder engagement plans developed. The role acts as a bridge between our customer base and the range of services and teams in Knowledge and Digital Services. The post holders work as a tightknit multidisciplinary team.




	Main duties and responsibilities

	Helps inform, build and then implement the stakeholder engagement and communications strategies within the University.

	The post holder is responsible for translating the engagement strategies into specific activities and deliverables. e.g. reviewing how we can respond to NSS feedback, how to support new and dynamic course and pedagogical changes or how an IT solution can improve the business processes

	Are the conduits for open communication and discussion between stakeholders, acting as a single point of contact by developing, maintaining, and working to stakeholder engagement strategies and plans

	Attends relevant Faculty/Department and University committees to represent the whole Department and provide two-way dialogue

	Collects and uses feedback from customers and stakeholders to help measure effectiveness of the Department

	Provides two-way informed feedback to assess and promote understanding and facilitates business decision-making processes.

	  As part of the liaison work they disseminate technical and business information between their stakeholders. 

	Helps develop and enhance customer and stakeholder relationships focusing on helping to deliver the Faculty and Departments own strategies

	Any other duties as may be reasonably required.



	General information

	It is anticipated that this job description will change over time in accordance with the needs of the role.  The role holder will be fully consulted on any proposed amendments.

We delight in diversity in our workforce and seek those that share this value



	PERSON SPECIFICATION


	The person specification details the attributes that the successful post holder requires to enable them to succeed in this role.  

Each of the attributes are designated as either essential (E) or desirable (D).  

In order to be shortlisted for interview, your application needs to demonstrate that you meet all of the essential (E) attributes and as many of the desirable (D) attributes as possible that are being assessed at application (A) stage.

(I = interview, P = presentation, T = test)



	ATTRIBUTES
	ESSENTIAL or DESIRABLE
	ASSESSMENT AIPT

	EDUCATION/TRAINING
	 
	 

	Undergraduate degree
	D
	A

	Membership of relevant professional body
	D
	A

	EXPERIENCE
	 
	 

	Experience of working with range of different types of customers
	E
	A, I

	Experience of working in a HE environment
	D
	A, I

	Supporting customers by improving existing systems or services
	D
	A, I

	Working in a multidisciplinary team
	D
	I

	KNOWLEDGE
	 
	 

	Understanding of engagement and communications strategies
	E
	A, I

	Understanding of the Higher Education landscape in the UK
	D
	A, I

	SKILLS/ABILITIES
	 
	 

	Excellent communication skills
	E
	I, P

	Ability to break down complex situation and translate between different groups
	E
	A, I 

	Ability to manage a number of stakeholders at any one time
	E
	A, I

	Ability to use different communications styles for different stakeholder groups
	E
	I

	PERSONALITY
	 
	 

	Able to self-manage workload
	E
	I

	Ability to deal with seasonal variation of workload
	E
	I

	Open, approachable and friendly to all 
	E
	I

	OTHER
	 
	 

	Demonstrate commitment to University Values
	E
	A, I
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