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	Job Title
	Planning Manager

	School/Department
	Strategy and Planning Team

	Job Level
	UNNC Scale A level 3

	Job Family
	Administrative, Professional, and Managerial

	Contract Status

	Full Time

	Location
	University of Nottingham Ningbo China

	Hours of Work
	Regular working hours, Monday to Friday 

	Responsible to
	Deputy Director of Planning and Projects



Purpose of role
The purpose of the role is to lead the corporate planning for the university, aligning with the university strategy. This role holder will also be responsible for overall direction, coordination, monitoring and implementing projects to contributing university’s Campus Development Plan.
	
	Main responsibilities
(Primary accountabilities and responsibilities expected to fulfil the role)
	% time 
per year

	1
	Planning & Organising   
· Support the Deputy Director Planning and Projects on the corporate planning for all future academic years. 
· Work on planning on any initiatives including projects and other tasks
· Analyse and consolidate the business requirements for further planning purpose.
· Arrange business related internal and external workshops/meetings; attend meetings and liaise with attendees on the summary minutes of such meetings with special emphasis on initiatives, special assignments resulting from the meeting.
· Follow up progress on discussions, decisions and/or special assignments to assure timely response by the person(s) with designated responsibility; monitor the progress as necessary and seek resolution of impediments and motivates results.
· Develop corporate annual planning templates and other tools for each of the Faculties and Professional Services Departments to populate during the annual planning process; support the operational directors to prepare their plans for the upcoming years.
· Responsible for the maintenance and updating of the Strategy Plan.
· Work with colleagues at UNUK to ensure alignment across the three Nottingham universities.
· Lead and manage the projects implementation as assigned.
· Provide inputs into new projects, processes, standards, or plans in support of the reform or innovation and report status of managed projects and implement corrective actions to achieve targets. 
	40%

	2
	Liaison   
· Ensure input of all relevant and necessary topics for stakeholder interactions in coordination with the involved departments.
· Present the work activities to internal or external meetings as required to ensure that business departments’ issues are appropriately represented.   
· Liaise, communicate and build working relationships across the whole university and with external contacts and contractors as appropriate.   
	20%

	3
	Continuous Improvement   
· Identify and make recommendations for improvements (e.g. in policies and procedures) to contribute to the continuous operational improvement of school/department/work unit.   
· Develop specialist/technical/professional/vocational capability and expertise through professional study and/or practical application and experience. 
· Make necessary changes to optimize the UNNC annual planning procedure and templates.       
	5%

	4
	Customer/Service Support   
· Provide specialist/professional advice and recommendations within a policy framework/professional guideline to support informed decision making, learning, teaching and/or research activities.   
· Explain and develop an understanding of technical/legal/regulatory/procedural information or other complex issues/solutions to customers.   
· Design and/or deliver a variety of service support mechanisms (e.g. training, promotional materials, system modifications) to maximise service quality, efficiency and continuity.   
	10%

	5
	Analysis & Reporting   
· Analyse and summarize the business plans and report them to the Deputy Director Planning and Projects.
· Analyse and interpret management data and information and assist in the production of management reports.   
· Supply data and information to other schools/departments/work units or external organisations (e.g. government departments) as required.   
· Identify an appropriate existing method of analysis or investigation according to the data and objectives of the work.   
· Monitor and maintain records/reports to meet both internal and external (e.g. legislative or national) requirements.   
· Manage the use of data and information and identify and assess the information and data needs of the role/ others.   
	15%

	6
	People Management   
· Give formal and particular attention to the wellbeing of others in terms of, for example, formal counselling or undertaking risk assessments.   
· Advise and gain the support of others (e.g. staff, contractors, external agents) in order to ensure the delivery of services/project objectives, where there is no line management responsibility.  
	5%

	9
	Other
· Participate in training and staff development events as trainer or trainee as appropriate.
· Maintain appropriate professional development, expertise and awareness.
· Manage and lead communication activities such as events organization, and News & Event publication.
· Undertake other tasks and responsibilities as may reasonably be required.
	5%
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	Person specification

	
	Essential
	Desirable

	Skills
	· Proficient in the use of Microsoft Office applications
· Fluent in oral and written English
· Strong analytical and problem-solving capability   
· Proven communication, presentation and interpersonal skills
· Proven planning and organising skills
· Skills to understand the internal processes required to be successful and help identify opportunities to improve
· Excellent in stakeholder engagement
· Ability to take actions proactively
	· Management skills – coaching, motivation, managing performance  
· Financial training sufficient to manage budgets   
· Advanced technical expertise in areas of project management and business analysis
· Experience in conflict management
· A fast learner with a critical thinking mindset

	Knowledge and experience
	· Experience in the high education industry or having a good understanding of the university business departments
· Experience of planning and progressing a series of work within general guidelines, using initiative and judgement without recourse to seniors   
· [bookmark: _GoBack]Thorough knowledge and understanding of the work practices, processes and procedures relevant to the role, which may include broader sector/commercial awareness
· Detailed operational knowledge of systems relevant to own field of work in terms of functionality and capability and/or detailed knowledge of own service area and products/services available  
· Clear understanding of the regulations and codes of practice set for the conduct and output of the role   
	· Working knowledge of the work and activities of other areas of the University relevant to their school/department/work unit
· Growing awareness of developments in higher education and external professional environment that impact on the role   
· Experience in corporate planning is a plus

	Qualifications, certification and training (relevant to role)
	· Bachelor Degree or above in Business Management, Business Administration, Project Management; or relevant area 
· Proven track record of extensive relevant work experience, demonstrating practical and theoretical knowledge of business planning   
	· Additional qualifications in specific working area, such as business analysis
· Qualification in project management or equivalent: A PRINCE2 / PMP accreditation holder

	Statutory, legal or special requirements
	N/A
	N/A






	Expectations and behaviours

	The University has developed a clear set of core expectations and behaviours that our people should be demonstrating in their work, and as ambassadors of the University’s strategy, vision and values. The following are essential to the role:

	Valuing people
	Is friendly, engaging and receptive, putting others at ease. Actively listens to others and goes out of way to ensure people feel valued, developed and supported.

	Taking ownership
	Is clear on what needs to be done encouraging others to take ownership. Takes action when required, being mindful of important aspects such as Health & Safety, Equality, Diversity & Inclusion, and other considerations.

	Forward thinking
	Drives the development, sharing and implementation of new ideas and improvements to support strategic objectives. Engages others in the improvement process.

	Professional pride
	Is professional in approach and style, setting an example to others; strives to demonstrate excellence through development of self, others and effective working practices.

	Always inclusive
	Builds effective working relationships, recognising and including the contribution of others; promotes inclusion and inclusive practices within own work area.


	Key relationships with others





Deputy Director of Planning and Projects


Planning Manager


Colleagues


Line manager


Role holder


Key stakeholder relationships


Direct Reports


Students
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