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	Position Title

	OD Administrator 

	Position No.
	17063

	College/Department/ Directorate
	Human Resources / Organisational Development


	Grade

	5

	Reporting To

	Organisational Learning Partner


	Date reviewed

	October 26




Summary:

The Organisational Development Administrator provides essential comprehensive administrative and operational support for organisational development, EDI, learning and workforce development activities across the University and in line with the People and Culture Delivery Plan.  The role ensures that services, systems, records, communications and events are administered accurately and efficiently. 
 
Working collaboratively across the OD and EDI Teams and with colleagues throughout the University, the postholder coordinates learning, induction, mandatory training and wellbeing activity; administers Oracle ERP and Brunel internal VLE systems; maintains accurate records and management information; and provides responsive first-line support. Through well-organised proactive administration, effective communications and attention to detail, the role contributes to excellent colleague experience. 

The role will play a key part in aligning OD administration processes to the new Oracle Learning System. 

Accountabilities and responsibilities: 

Learning and Development Administration: Act as a first point of contact for Organisational Development enquiries. Administer learning, development and OD activities, events and programmes; coordinate bookings, enrolments, schedules and learning resources; prepare communications and supporting materials; actively manage engagement to support workshop and activity viability; and maintain accurate learning records and documentation. 

Communications and engagement: Coordinate clear, timely and accessible communications on OD activities and development opportunities. Support colleague engagement through organisation-wide and targeted communications, maintain guidance, supporting resources and intranet pages, promote participation, and help share and celebrate learning and development activity across the University. 

HR and learning system administration: Administer Oracle systems and Brunel internal VLE systems, including learner enrolments, learning assignments, programme administration and talent profiles. Monitor participation and completion, maintain the accuracy and integrity of learning data and records, provide routine guidance to colleagues and managers on standard system processes, and produce data and reports as required. 

Induction, onboarding and mandatory training: Coordinate University induction and onboarding activity, including organising and facilitating the Brunel central programme, Welcome to Our World. Ensure colleagues are enrolled on relevant induction and mandatory learning, monitor compliance training completion, issue reminders and produce compliance reports for managers and stakeholders. Gather feedback and support evaluation and continuous improvement of onboarding activity. 

Monitoring, evaluation and reporting: Produce routine reports on learning activity, compliance and onboarding, and collate and maintain accurate management information. Assist with evaluation summaries and service performance information, ensuring that records and reports are accurate, timely and suitable for their intended audience. 

Wellbeing administration: Support the implementation of organisational wellbeing events and activities. Monitor the delivery and quality of Occupational Health and Employee Assistance programmes, liaising with HR Business Partners and managers as required. Monitor the pre-employment health check provision. 

Operational and team support: Coordinate meetings, events, workshops and focus groups, including practical arrangements, materials and records. Provide administrative support to OD and EDI Partners on specific projects and activities, including the Academic Promotions process. Maintain effective filing, document management and administration systems, contribute to improvements in administrative processes and procedures, and provide excellent customer service when responding to internal and external enquiries, including shared email inboxes. 

Inclusive and values-led practice: Support equality, diversity, inclusion, accessibility and wellbeing through accurate, inclusive and customer-focused administration and communications. Demonstrate Brunel’s values through collaborative working, dependability, initiative and a constructive approach to service improvement. 

Team Collaboration: Work collaboratively with the OD Coordinator, OD Coordinator – Workforce Apprenticeships and OD Coordinator – EDI to ensure that administration and coordination is efficient and customer focused at all times.


Other Duties

Undertake any other reasonable duties as required and commensurate with the grade of post in accordance with university and departmental policies, procedures and codes of conduct.

Adhere to and comply with the provisions of the Data Protection Act and the Health and Safety at Work Act in accordance with university policies.

Promote the University’s Environmental Policy and demonstrate commitment to it through actions and decision making.

Actively participate in on going professional development activities as requested.



Our Values:
Our values play out across everything we do. We hold ourselves accountable to the highest standards in all our activities and decisions. They add value to both student and colleague experience at Brunel, helping us to deliver our strategy and plans.

Open	We are welcoming and believe in the power of diversity. We are transparent in our decisions and deliver on what we say.

Courageous	We seek and take on ambitious challenges. We are brave and committed to thinking differently. Nothing stops us from going after our goals.

Inventive: 	We are purposeful in an ever-changing world; collaborating and innovating to reach our full potential and to change lives - and the world - for the better. We celebrate breakthroughs and strive for the best.














Organisational Structure Chart:
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Person Specification

[bookmark: _Hlk179814578]As part of the University’s commitment to the Disability Confident Scheme – Offer an Interview Commitment, applicants who choose to apply through the scheme, and who meet the minimum criteria for the role, will be offered an interview. 

	Criteria
	Essential /Desirable*

	Education, qualifications and training

	Educated to A-Level standard or equivalent relevant experience

CIPD Qualification or working towards 

Evidence of continuing professional development relevant to HR/OD/L&D
	
	E

D

D


	Experience 


	Experience providing administrative and coordination support within a complex organisation	

Experience using databases, HR systems and/or learning management systems	

Experience producing reports and analysing information	

Experience supporting learning and development activity	

Experience of website or intranet content administration, marketing and engagement

Experience of Oracle ERP, LMS	

Working within HE

	E


E


E

D


E

D

D

	Knowledge and Skills 
	Excellent organisational and prioritisation skills	

Strong written and verbal communication skills	

Excellent attention to detail and data accuracy	

Ability to analyse and present information clearly	

Proficient in Microsoft Office/365/Teams, particularly Excel and make effective use of AI tools

Understanding of inclusive, accessible and customer-focused service delivery. 

Ability to build effective working relationships with stakeholders	

Proactive and able to work under own initiative 	

Understanding of learning and development administration 	


	E

E

E

E

E

E


E

E

D


	Attributes
	Proactive, dependable and improvement-focused, with a positive approach to taking initiative and maintaining quality. 

Aligned with Brunel’s values of being open, courageous and inventive

Committed to fostering an equitable and inclusive workplace

A flexible approach to changing demands of a service

	E


E

E

         E





*Where a large pool of applicants meet the essential criteria, the desirable criteria will be used as part of the first stage of short listing. 








JOB HAZARD DECLARATION
A job specific risk assessment has been undertaken, and recorded, for this post.
Yes ☐  No ☒
The risk assessment has identified the need for Health Surveillance.
Yes ☐  No ☒
If you have selected “Yes” then please specify:
1. What type of surveillance is required and why?

2. Whether or not you have sought advice from Occupational Health or the Health, Safety & Environment Team?

The work involved requires vaccination
Yes ☐  No ☒
If you have selected “Yes” then please specify:
1. What type of Vaccination is required and why?

2. Whether or not you have sought advice from Occupational Health or the Health, Safety & Environment Team?

For inclusion with job description:
Please provide answers to the following questions. Please add additional items as necessary. For further advice please contact healthandsafety@brunel.ac.uk (“No” responses should be deleted before advertising.)

A) This role involves working with Display Screen Equipment for extended periods of more than 1 hour per day
Yes ☒    No ☐  

B) This role involves frequent manual handling and/or may be physically demanding
Yes ☐    No ☒  

C) This role involves working outside for long periods of time
Yes ☐    No ☒  

D) This role involves working at Height
Yes ☐    No ☒  

E) This role involves work in confined spaces
Yes ☐    No ☒  


F) This role involves working in a noisy environment
Yes ☐    No ☒  

G) This role involves Travel 
Yes ☐    No ☒  

H) This role involves regular work with vibrating equipment
Yes ☐    No ☒  

I) This role involves driving
Yes ☐    No ☒  



image1.png
Brunel
University
of London




image2.jpeg
disabili
a6 conﬁde%

LEADER




