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• Provide ad hoc support (e.g. research, external benchmarking, documentation etc.) 

to small projects in order to support project planning and implementation; 

sometimes taking the lead on defined project activities 

Process Improvement 

• Proactively review relevant processes and systems within own area of work and

make suggestions to improve efficiency.

Change Management 

• Champion change by role modelling the behaviour expected from all colleagues,

and follow through on new activities or actions brought about change to help

support its successful implementation.

KPls: 

Systems Administration 

• Input, collate and report on all programmes feedback

• Collate, produce and distribute reports on EE systems based on user 

feedback

• Provide local support and maintenance for users (staff and participants) and 

development /enhancement support mainly

• Provide support in team and EE projects in line with team dn business 

strategy 

LMS Administration 

• Co-ordinate with programme teams and agree plans for programme build in the

LMS

• Design the course outline template in consultation with Programme teams

• Manage and co-ordinate the collection of digital materials for each programme

from faculty and programme managers

• Operationally manage the process and build of programme areas in the LMS and

ensure that they meet Executive Education minimum level standards and

structure.

• Take necessary steps to convert existing documents into appropriate LMS format

where necessary and support the design of digital materials.

• Define and manage operational processes to populate programme, course and

subject areas with relevant information and course materials.

• Manage the support of LMS users, assisting with their queries, training and issues.

 Hybrid Delivery support 

• Support delivery teams on communication systems such as Zoom, Teams,

including breakout rooms, poles and all special features, remotely and live.
• Support will be conducted by, for example.joining first sessions and being on call

on the 999 channel

Knowledge & Skills 






