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JOB DESCRIPTION

	Post Title: 
	
	Organisational Development Business & Systems Officer

	Grade and Salary Scale:


	
	J SCP 25 - 27

	Department and Service:

Responsible To:


	
	Legal and Corporate Services – HR
Senior OD Business Partner


Purpose of the Post: 
To maintain ownership of the Learning Management System (LMS).  To account manage the LMS supplier to ensure the system is developed and upgraded to deliver against the people strategy and meets the learning and development needs of staff. Lead on engagement with managers and staff to ensure the system is understood, utilised and manage the training of staff in the use of system and provide on-going support. 

Duties and Responsibilities:

1. To manage and support OD Learning Management Systems, providing consultancy, guidance and support to internal and external partners and staff at all levels.

2. Continuously review and develop the OD Learning Management System to ensure they are fit for purpose, meet the requirements of staff and expectations of the Council.
3. Lead on the design and development of ELearning modules and supporting tools and resources, consulting with internal and external partners to create innovative learning solutions.

4. Co-ordinate the business activity of the OD Manager, OD Business Partners and external associates, using relevant internal and external systems, as appropriate.
5. Provide OD system expertise, briefings, training and conduct associated marketing activity for all staff, in order to maximise the use of OD Learning Management Systems and tools. 

6. Attend relevant LMS and project related courses, conferences and networking events and provide feedback and guidance back into the OD team to share learning and best practice.

7. Collate and analyse data, including management information, producing reports that show key findings and recommendations on a range of OD systems and projects to inform future development and progression. 

8. Effectively process OD budget transactions retaining accurate records and provide regular reports to OD Manage on budget spend
9. Provide advice and guidance to the OD Support Team to delegate administration activity to support all OD interventions.

10. To assist and be actively involved with new initiatives/systems that impact on the Organisational Development team.  
Corporate Responsibilities:

· We will make every reasonable effort to supply the necessary employment aids, equipment or adaptations to enable employees to perform the full duties of the job in accordance with the Equality Act 2010 where a post holder is disabled.

· You will 
· Demonstrate a commitment to the principles of equality of opportunity and fairness of treatment in relation to employment issues and service delivery.

· Respect all confidentialities and principles and practices of the Data Protection Act.

· Comply with Health and Safety policies and legislation.

· Be committed to continuous personal development, including Middlesbrough learns.

· Demonstrate a commitment to the safeguarding of children and vulnerable adults, highlighting any areas of concern with the appropriate service and adhering to the policies of the Council relating to these issues.

· The above duties and responsibilities cannot totally encompass or define all tasks which may be required.  The outlined duties and responsibilities may, therefore, vary from time to time without materially changing either the character or level of responsibility: these factors are reflected in the post.

PERSON SPECIFICATION 

For the purposes of recruitment and selection, you will be assessed against Our Values and the criterion marked as Essential/Desirable in the Qualifications and Knowledge & Experience section.
Our Values

Our Values are a critical element of our strategy to create a brighter future for Middlesbrough. They will be at the heart of everything we do and will be the foundation for how we operate, behave and make decisions.  Having these values will help you be the best you can be and help Middlesbrough to grow and thrive.  
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	MIDDLESBROUGH VALUES 
	Essential

x
	Desirable

x

	1. Being passionate about working for Middlesbrough Council with a commitment to meeting our values.
	X
	

	QUALIFICATIONS

	
	

	2. Good standard of education including GCSE Math’s, English and IT.
	X

	

	3. HND or degree in educational technology or multimedia design.

	
	X

	KNOWLEDGE & EXPERIENCE 

	
	

	4. Experience in a technical support role or a management information environment including experience of collection and analysis of data and management of software and Learning Management systems.
	X
	

	5. Advanced knowledge of standard Microsoft Office products.

	X
	

	6. Experience of consulting with subject specialists to provide guidance on the design and development of e-learning modules.
	X
	

	7. Experience of guiding and overseeing an administrative support team to create and develop associated e-learning modules, tools and resources.
	
	X



	8. Experience of providing information, advice and guidance to internal and external partners, business associates and staff at all levels.
	X
	

	9. Experience of presenting data in appropriate ways for different audiences.
	X
	

	10. Experience of coordinating the business activity of senior staff Business Partners and others.
	X
	

	11. Experience of processing budget transactions, retaining accurate records and providing regular reports on budget spend.
	
	X
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