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JOB TITLE:  Academic Resource Planning Coordinator

REPORTS TO: Data & Insights Manager

BUSINESS FUNCTION/ SUB-FUNCTION: CEO Office/Data

FULLTIME/PART TIME: Part Time 14 hours per week (0.4FTE)
	 
LOCATION: Metanoia Institute, 13 North Common Road, W5 2QB (Hybrid)

CONTRACT: Permanent

SALARY: £12,800 (0.4FTE) based on £32,000 FTE


About Metanoia

Metanoia Institute has provided high-quality training in psychological therapies since 1984. Our offerings include part-time, university-validated undergraduate and postgraduate courses in Counselling, Psychotherapy, and Counselling Psychology. We also offer a unique NHS-funded programme in Psychotherapeutic Counselling, specialised programmes in Creative Writing for Therapeutic Purposes, Adolescent and Schools Counselling, and a Postgraduate Certificate in Higher Education. Our Continuing Professional Development (CPD) courses further support professionals in enhancing their skills and staying up to date with the latest developments in the field.

As Metanoia looks to the future, it’s poised to continue its growth and leadership in the mental health sector. We’ve recently launched a new and exciting strategy to transcend barriers, making therapy accessible to every corner of society, and using our influence to create impactful and positive change.

This is a time of significant opportunities that will give challenge and reward in equal measure. We hope you’re motivated by our vision, mission and ambitions; if you feel you have the right experience and skills, we look forward to hearing from you.

About this role
You’ll be responsible for maintaining, administering and quality assuring the Institute's academic workload planning system. You’ll also work closely with the Data & Insights Manager to ensure data is consistent across the Institute and meets high standards of quality.
This is a critical role that acts as the custodian of the Institute's workload allocation data, ensuring that all approved academic workload allocations are accurately recorded, maintained and reported. Working closely with academic managers, the role ensures the 


workload model remains an accurate, auditable and trusted source of information for operational and strategic decision-making.
The role does not determine workload allocations. Responsibility for allocating workload remains with academic managers. However, you’ll ensure that agreed decisions are accurately reflected within the workload model and provides high-quality management information to support planning, financial sustainability, workforce management and regulatory compliance.
Your support with data recording and reporting will be key to ensuring the Institute’s data is accurate and reliable. 
Main areas of responsibility

1. Academic Workload Planning
Maintain the Institute's academic workload planning system, ensuring all agreed workload allocations are accurately recorded and updated throughout the academic year.
Maintain records relating to all activity including:
· Teaching 
· Module leadership 
· Personal tutoring 
· Academic supervision 
· Research supervision 
· Head of Programme responsibilities 
· Scholarly activity 
· Research allocation 
· Committee responsibilities 
· Curriculum development 
· Other agreed workload activities
2. Data Management
Maintain the integrity of the workload model by:
· Updating workload records following agreed changes 
· Maintaining accurate FTE calculations 
· Ensuring workload assumptions are consistently applied 
· Maintaining historical records and audit trails 
· Ensuring appropriate version control 
· Undertaking routine quality assurance checks 
· Reconciling discrepancies with academic managers


Support the Data & Insights Manager to ensure data quality and consistency:
· Create and maintain lookup files for organisational reporting
· Develop consistent ways of recording data across systems
· Check and standardise spreadsheets before they are uploaded to systems
· Build and maintain templates for consistent data recording
· Quality check and upload historical data
· Identify and resolve data quality issues at source
· Document data processes and definitions
3. Reporting
Produce regular management information including:
· Staff utilisation 
· Academic capacity 
· Teaching allocation summaries 
· Supervision capacity 
· Programme resource analysis 
· Workload distribution 
· Staff availability 
· SSR reporting 
· Resource forecasting 
· Executive dashboards 
Support the production of reports for:
· Executive Committee 
· Director of Education 
· Director of Finance & Resources 
· Heads of Programme 
· Regulatory and accreditation requirements 
4. Academic Liaison
Develop productive working relationships with:
· Heads of Programme 
· Associate Directors 
· Director of Education 
· Registry 
· Quality Office 
· Finance Team 
· People & Culture 
Support academic managers by ensuring agreed workload decisions are reflected accurately within the planning system.
Challenge inconsistencies and seek clarification where required while maintaining positive working relationships.
5. Continuous Improvement
Support the ongoing development of the Institute's planning capability by:
· Improving workload processes 
· Identifying efficiencies 
· Supporting development of reporting dashboards
· Contributing to improvements in planning systems 
· Supporting wider institutional planning initiatives 
6. Governance
Ensure workload information is:
· Accurate 
· Complete 
· Timely 
· Auditable 
· Consistent 
· Confidential 
Support the Institute in meeting regulatory, financial and accreditation reporting requirements.
Person Specification
Essential
· Degree or equivalent professional experience. 
· Experience maintaining complex data systems. 
· Advanced Microsoft Excel skills. 
· High level of numerical accuracy. 
· Excellent analytical skills. 
· Exceptional attention to detail. 
· Experience producing reports for senior managers. 
· Excellent organisational skills. 
· Strong written and verbal communication skills. 
· Ability to build productive relationships across teams. 
· Ability to work independently and manage competing priorities. 
· Commitment to confidentiality and data integrity.

Desirable
· Experience within Higher Education. 
· Experience of workload allocation models. 
· Experience of workforce or resource planning. 
· Experience using Power BI or equivalent reporting tools. 
· Experience of planning or student record systems. 
· Understanding of academic workload planning. 
· Knowledge of Higher Education funding or regulation. 
· Project management experience. 
Success Measures
Within the first twelve months the postholder will have:
· Established the workload model as the Institute's single source of truth. 
· Ensured all workload changes are recorded within agreed timescales. 
· Delivered accurate monthly management reports. 
· Improved confidence in workload data across academic and professional services. 
· Supported strategic planning through timely, accurate management information. 
· Reduced manual reconciliation and duplication of workload information. 
· Contributed to improved organisational planning and resource management. 
Other information
You will be expected to demonstrate, at all times, your commitment to:
· Metanoia values and regulations, including Metanoia’s social, economic, and environmental responsibilities.
· Metanoia’s Equality, Diversity and Inclusion responsibilities and ensure that you engage in the successful implementation of Metanoia’s Equality, Diversity and Inclusion Policy, and;
· their Health and Safety responsibilities to ensure their contribution to a safe and secure working environment for staff, students, and other visitors to the Institute.
Metanoia Institute is an equal opportunity employer committed to fostering an inclusive and diverse workplace. We do not discriminate on the basis of race, religion, colour, national origin, sex, gender, gender expression, sexual orientation, age, marital status, or disability status.
We strive to ensure that individuals with disabilities receive reasonable accommodations to participate in the job application and interview process, perform essential job functions, and access other benefits and privileges of employment. If you require accommodations, please do not hesitate to contact us to discuss your individual needs.
We value diversity and are dedicated to creating an environment where all employees can thrive.
. 
Registered in England and Wales at
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