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	Position Title 
 
	Student Data Coordinator
	Position No. 
	13014 

	College/Department/ Directorate 
	Academic and Student Administration 
	

	Grade 
 
	6 
	

	Reporting To 
 
	Student Data SME/Product Owner 
	

	Date reviewed 
 
	Oct 2026 
	


 
 
Summary: 
 
Supporting staff across the University to ensure the full potential of system developments is realised. The Student Data Coordinator will assist with a wide range of user queries, providing support to SITS users in the effective use of eVision functionality. The role will also support the wider Student Data team, undertake business analysis activities, and contribute to work across all stages of the project lifecycle.

Accountabilities and responsibilities:  
 
Key duties and responsibilities 
1. To action user support queries as appropriate. 
2. To assist with student data related projects; determining and documenting user requirements; identifying distinct development requirements within the project and raising development requests for these; and ensuring the Student Data SME is fully informed of any potential enhancements and issues which may impact the on-time delivery of the project specification. 
3. To provide effective communication throughout all phases of the project and assist with the creation of process documentation and user testing for development strands within the Project. 
4. To liaise with academic and administrative staff to identify training requirements and deliver effective support and advice on best practice. 
5. To work closely with the business process owners to review existing business processes, identify weaknesses and recommend strategies to streamline and reduce waste. 
 
User Support 
6. To provide advice to users of the student records system at the University, answering and logging relevant help calls (received via email, telephone or in person). 
7. Undertake user support tasks to assist with general problem solving and process related queries. 
 
Communication; Liaison & Networking 
 
8. Upon agreement of the development schedule, liaise with the Student Data SME and stakeholders to determine the scope of the projects and agree the best strategy for determining the project’s requirements. 
9. Through consultation with all relevant stakeholders, assist with gathering of requirements and where appropriate the production of a Project Initiation Document 
10. Ensure effective communication throughout all phases of a project  
11. Ensure that the Student Data SME/Product Owner is kept informed of the status of projects and made aware of any risks that may need to be escalated.  
12. Form strong working relationships with users across the institution and help and advice when required. 
 	 
 
Process Review and Documentation 
 
13. To produce or update a process storyboard/use cases summary to ensure clarity amongst the stakeholders in the process and to identify areas where development of the student records system could either: streamline the current process; or reduce the process’ resource dependency. 
14. To work closely with the Digital Services Development Team to produce user documentation for any newly implemented process. 
 
Testing and Training 
 
15. To assist with the creation of testing plans and provide comprehensive user testing for the developments; ensuring they are working as stipulated in the specification and reporting any identified issues to the Digital Services Development Team. 
16. In liaison with the stakeholders, identify where users require training on a project’s functionality and then provide effective user training, which ensures best use of the new, or enhanced, functionalities. 
17. To assist with the creation and maintenance of user manuals and training documentation. 
 
Post-Project Evaluation 
 
18. Assist the Student Data team during post-project evaluation to collate feedback from users regarding how the developments completed as part of the project meet the business purpose. 
19. Use information acquired during the post-project evaluation to inform improvements in process going forward. 
20. Assist the Student Data team with documenting future project intentions and smaller ad-hoc developments.   
 
Additional Requirements 
21. To be aware of, support and work towards, the strategic aims of the Academic and Student Administration and the University. 
22. To represent the University at appropriate external meetings such as conferences, seminars and working groups as requested. 
23. To liaise with, and work as a team with, staff in the Academic and Student Administration Department and other College/service departments within the University. 
24. To participate and assist with University-wide, key activities, such as Registration, Graduation Ceremonies, Examination Boards and Confirmation and Clearing. 
 
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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Disabled applicants meeting the Essential criterion will be guaranteed an interview as part of the University’s commitment to the Disability Confident Scheme.     
 
 
	Criteria 
	Essential /Desirable* 

	Education, qualifications 
and training 
 
	A first degree. 
Candidates without a first degree should be able to demonstrate transferable skills - such as analytical, interpersonal, problem-solving and self-management skills - at an appropriate level. 
 
	D 
 
 
E 
 

	Experience  
 
 
	Experience of determining and documenting user requirements. 
 
Experience of co-ordinating projects or working in a project-driven environment. 
 
Experience of mapping processes; identifying opportunities to improve efficiency through streamlining or by reducing the resource requirements. 
 
Experience in using a Student Record Systems. 
 
	D 
 
D 
 
 
E 
 
 
 
E 

	Knowledge and 
Skills  
	An understanding of databases and experience of using both client and web applications. 
 
Knowledge of UK Higher Education System; student administration; how institutions use student data for meeting institutional aims and objectives; and the statutory requirements for data provision to external agencies. 
 
Excellent communication skills; both verbal and written. 
 
Excellent planning and organisational skills. 
 
Ability to work on different projects concurrently, or proven ability to handle a varied workload.  
 
Ability to produce effective documentation that accurately and concisely outlines the agreed process and identifies development opportunities. 
Ability to produce and undertake test cases that ensure a development meets the user’s purpose and works to specification. 
 
Ability to prepare and provide effective training to end-users. 
  
Ability to objectively evaluate a project, post go-live; using feedback from stakeholders to enhance the SITS Project Requests process and to identify further enhancements to the SITS functionality. 
 
Ability to present processes pictorially. 
 
Experience of using bespoke web applications. 
 
Excellent IT and analytical skills including a working knowledge of Microsoft Office tools (Visio, Excel, etc.) 
 
Experience and interest in using Adobe products including Adobe Photoshop 
 
Experience and interest in using screen capture and video editing software (e.g. Camtasia).  
 
Good attention to detail and high levels of accuracy. 
	D 
 
 
E 
 
 
 
 
E 
 
E 
 
E 
 
 
E 
 
 
D 
 
 
E 
 
D 
 
 
 
E 
 
D 
 
E 
 
 
D 
 
 
D 
 
 
D 

	
	 
A desire to learn new skills and technologies 
 
	 
E 

	Attributes 
	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 
 
Ability to work with others as a part of a team in the resolution of shared problems 
 
Ability to use initiative and self-motivate in order to work independently, as required. 
 
Ability to and experience to prioritise and multi-task in a pressured work environment. 
 
A proactive, can-do attitude, with enthusiasm for innovation, improvement and the successful resolution of shared problems. 
	E 
 
E 
 
         E 
 
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 ☒   
 
The information provided above is, to the best of my knowledge, true and accurate. 
	Name: Sarah McGowan 
 
	Signature: Sarah McGowan
	Date: November 2026 
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