

	Job Title: Timetabling Officer


	RBC Reference: (2026) RBC628

	Reports to:  Student Data & Business Intelligence Analyst


	Date:  October 2026

	Pay Band for Post:   6 

	

	Hours of Work:   09:00 to 17:00 Monday to Friday 
	Full Time:  35 hours per week


	Role responsibilities (include information on people management/teams, budgets and other resources with direct responsibility)


	The Timetabling Officer is responsible for the planning, creation and operational management of the College’s centralised academic timetable and room booking system including the management and utilisation of the timetable software and related database.
To lead on the effective delivery of accurate and concise data encompassing the teaching schedule for the academic year including lectures, classes, rehearsals, production work and all other college activity. To ensure the timely and accurate delivery of electronic timetables for all stakeholders and manage room bookings and space usage across the organisation.  Produce reports and statistical analysis, reporting to the College Executive Group to inform best practice, policy and effective space utilisation for future strategic planning.
The post holder will be aware of and ensure compliance with all College policies and procedures.
Flagging risk or non-compliance with policies and procedures relating to timetabling and room bookings to the Academic Registrar and College Executive Group.
Consistently contribute to creating positive outcomes for students by participating in initiatives and support that enhance the student experience, with measurable impact on students’ satisfaction and success as evidence by feedback and performance metrics.


	Key working relationships/contacts specific to the role holder 



	Professional services staff
College Executive Group
Programme Admin staff

Facilities Manager & Estates staff
Technical Department
Programme Directors/course leaders

Commercial & Events Manager



	Main responsibilities, duties and accountability of the role 



	1
	Planning 
· To lead on the operational planning of the College’s timetabling function. Communicate timelines for collating timetabling data, ensuring the College has an accurate record of all relevant information. 
· Liaise with senior academic staff across all courses to ensure the requested teaching patterns are deliverable, without clashes and within allocations across campus.
· Work collaboratively with academic departments to develop timetables that take account of the availability of visiting teaching staff, while ensuring that student experience and institutional requirements remain the primary consideration
· Analyse data and allocate space to all teaching activity ensuring that all timetabling is as efficient and effective as possible within the agreed policies and timeframes.

	2
	Creation

·  Work with IT and external providers regarding the software integration between Unit-e (student record) and Cedar (Attendance & Engagement). Helping to establish appropriate parameters and permissions for other users. 
· Input all data (including groups and module information) using Unit-e software to produce an accurate and timely centralised timetable for all academic and non-academic activity across the organisation.
· Oversee the publication of electronic timetables for all College stakeholders.  

	3
	Delivery

· Maintain and update the timetable database to reflect all College activity, identifying opportunities for improvements and implementing dynamic solutions to existing issues.
· Manage day to day operational timetabling including amendments, queries and updates, flagging conflicts and resolving any issues which may arise. 
· Communicate changes to stakeholders as appropriate.

	4
	Liaise with key academic staff concerning constraints and availability, identifying and resolving issues to establish and improve teaching patterns and maximise space utilisation.

	5
	Ensure continuous enhancement of the timetabling service to optimise timetable practices within the institution for the benefit of all stakeholders.

	6
	Take responsibility for the effective management of space allocation in relation to the learning and teaching requirements of the College as a whole.

	7
	Create, manage and develop a timetabling policy to maintain best practice in current procedures and developments and carry out periodic reviews.

	8
	Produce statistical reports to analyse current room utilisation and co-ordinate space audits as required, reporting results to the College Executive Group to inform management decision-making based on College requirements.

	9
	Set term dates up to five years in advance liaising with the Academic Registrar and stakeholders regarding approval and publication.

	10

	Manage the ad hoc bookings system across the College making amendments at short notice and problem-solving to deal with changing priorities and situations.

	11
	Develop good working relationships with key stakeholders and give advice and guidance to colleagues in respect of all aspects of the timetabling processes.

	12

	Work with the Estates Team and Technical Department to ensure adequate maintenance time is scheduled across the year and spaces are fit for purpose in line with current health and safety legislation.

	13
	Work with the wider Data team to assist with data administration tasks.


	14

	Any other duties that may be required from time to time commensurate with this pay band. 

	15
	Requirement to complete all statutory training.    


PERSON SPECIFICATION FOR ROLE OF Timetabling Officer

Key to validate section:  (1) AF Application form (2) AS Assessment (3) I Interview
	Competency for the role 

	Requirements for the role 
	Essential

√
	Desirable

√
	Validate AF/AS/I

	
	Degree or relevant experience within similar roles over several years.
	X
	
	

	
	A minimum of three years relevant experience in a similar or related role(s) in either Higher Education or Further Education.
	X
	
	

	
	Previous experience of complex scheduling and utilisation of space including redesign.
	X
	
	

	
	Experience of creating, developing and maintaining administrative systems and procedures.
	X
	
	

	
	Previous experience of timetabling and any appropriate packages.
	X
	
	

	
	Experience or knowledge of college timetable packages e.g. Celcat, Unit-e or other standard timetable software.
	X
	
	

	
	Knowledge and understanding of commercial lettings.
	
	X
	

	
	High standard of verbal and written communication skills.

	X

	
	

	
	Effective inter-personal skills to build relationships and networks.
	X
	
	

	
	Effective negotiating skills.
	X
	
	

	
	Proficiency in Microsoft Office, Excel and databases.
	X
	
	

	
	Competent analytical and problem-solving ability.
	X
	
	

	
	Ability to work independently or as part of team.
	X
	
	

	
	Competence to evaluate facts and situations and make appropriate independent decisions. 
	X
	
	

	
	Evidence of time management skills together with the ability to prioritise workload.
	X
	
	

	
	Attention to detail to deliver accurate work efficiently and effectively.
	X
	
	

	
	Competent planning and organising skills
	X
	
	

	
	Ability to work independently to understand and resolve problems and issues.
	X
	
	

	
	To know when to escalate an issue to senior management as appropriate.
	X


	
	

	
	To identify needs of internal and external customers in relation to room bookings and hires. 
	X
	
	

	
	To manage the expectations in respect of room bookings and lettings and ensure clarity in what will be provided.
	X
	
	

	
	To be proactive in responding to logistical booking issues.
	X
	
	

	
	To know who and when to seek intervention by others to resolve an issue.
	X
	
	

	
	Understanding of health and safety requirements for self and others.
	X
	
	

	
	Commitment to remaining up to date in terms of health and safety.
	X
	
	

	Special requirements for this role:   


	Please read before signing.  
When you sign this job description and person specification document you confirm that this is an accurate reflection of the tasks, duties and responsibilities the role holder will be required to deliver.


	You are advised to retain a copy of the completed job description and person specification for reference. 


	Signed by Line Manager:







	

	Signed by Role Holder:
	


