	Date:

	Aug 2025 


          

JOB DESCRIPTION & PERSON SPECIFICATION

	Post title:
	Team Leader Support & Learning Spaces

	Post number
	

	Faculty/Service:
	Knowledge & Digital Services

	DBS check required:
	N

	Employee Category:
	Professional Services

	Grade:
	7

	Post responsible to:
	Head of Partner Relationships


	Post/s responsible for:
	Space and Content Assistant, 1st Line Support and the Learning Spaces Casual team


	

	Job purpose

	
This role is responsible for ensuring all our learning spaces are designed, resourced, and operating in the optimum way to meet our customer needs. Working with the Head of Partner Relationships this role and the team they manage deliver key aspects of the Department strategy.




	Main duties and responsibilities

	Ensure that all the learning spaces managed by KDS (currently West Downs Centre, MMC and Martial Rose) operate to our agreed Service Level Agreements.

	Line management, development, and support to the team of 1st Line colleagues.

	Ensure that the casual staff budget is used appropriately to keep all ad-hoc and project activities are resourced.

	Embed the culture of customer experience and take the lead on collecting feedback and SLA related evidence across.

	Maintain and report against relevant SLAs for the “front of house” services.

	Work with the Head of Partner Relationships, and relevant Business Partners, in annual budgeting rounds to ensure that MultiMedia Centre equipment is kept up to date and all learning spaces are adapting to the needs of our students and academics.

	Review and monitor all 1st line enquiries and identify and commission self-help materials to support service improvement.

	Operational link with the Campus Management Team.

	Daily responsibility for Health and Safety elements of our Learning Spaces (working with Director).

	Deputise for Head of Partner Relationships as required.

	Represent the Department at University sector and national events as required.

	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
	 
	 

	Degree level education
	D
	A

	Member of relevant professional body
	D
	A

	EXPERIENCE
	 
	 

	Leading a customer focused service
	E
	A, I

	Line management 
	E
	A, I

	Leading a team in Higher Education
	D
	A, I

	
	
	

	KNOWLEDGE
	 
	 

	Awareness of library, IT or multi-media developments and service opportunities
	D
	A, I, P

	Space management and refurbishment approaches
	D
	A, I

	Statistical analysis
	D
	A, I

	Awareness of H&S requirements of managing open access and IT equipped spaces
	D
	A,I

	SKILLS/ABILITIES
	 
	 

	Agile thinker and creative problem solver
	E
	A, I

	Customer centric in planning and operation
	E
	I, P

	Ability to work under pressure with multiple strands of activity
	E
	A, I, P

	Visual and skilled with plans and designs
	D
	I

	Awareness of audio and visual recording (and peripheral ) equipment
	D
	A,I

	PERSONALITY
	 
	 

	Approachable and friendly
	E
	I

	Positive approach to work
	E
	I

	OTHER
	 
	 

	Demonstrate commitment to University Values
	E
	A, I
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