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Job Description and Person Specification

	Last updated:
	August 2024


JOB DESCRIPTION

	Post title:
	Banner Business Change Manager


	Standard Occupation Code : (UKVI SOC CODE) 
	

	School/Department:
	Student Administration and Academic Affairs 

	Faculty:
	Student Experience Directorate (SED)

	Career Pathway:
	Management, Specialist and Administrative (MSA)
	Level:
	

	Posts responsible to:
	Banner Business Change Lead

	Posts responsible for:
	None

	Post base:
	Office Based (see Job Hazard Analysis)



	Job purpose

	To manage the successful delivery of business change ensuring comprehensive impact assessment and communication of changes being delivered by the Banner programme to enable effective adoption and transition in line with the University of Southampton’s strategic ambitions.

To guide and support the delivery of effective technology and process design, transition and adoption, ensuring that the impacts of proposed changes on people, processes and systems are fully assessed and understood throughout the project lifecycle and there is a structured approach to engagement and communication with a range of stakeholders across the institution. 







	Key accountabilities/primary responsibilities
	% Time

	1. 
	To be responsible for the delivery of business change initiatives within the programme as agreed with the Business Change Lead and Programme Manager. 
· Identifying the impacts of planned changes for multiple stakeholder groups to prioritise, plan, execute and monitor levels of business engagement and implementation.
· Applying change management tools and tactics to create and deliver plans which drive the adoption of changes required by programme workstreams. 
· Working closely with communications colleagues to produce structured communication plans, and effectively promote changes to stakeholders using a variety of methods.
· Working with subject matter experts to ensure that proposed changes are effectively embedded by the user community; coaching stakeholders through implementation and undertaking post implementation reviews.
· Reporting on agreed change adoption measures, identifying and escalating risks and issues appropriately. 
	25%

	2. 
	To support process improvement initiatives by:
· Working closely with stakeholders to help identify and recommend appropriate process change opportunities.
· Promoting proposed changes and new ways of working across the organisation.
· Coordinating liaison with defined process transformation projects to ensure strategic and operational alignment.
· Supporting and coaching colleagues to manage change effectively within their department, team and role.
	20%

	3. 
	To provide implementation support for activities including:
· Helping members of the programme team clearly articulate the benefits of change, translating complex technical concepts and supporting business stakeholders to fully understand the change. 
· Supporting stakeholders to advocate benefits, build consensus and acceptance of change, and proactively mitigate resistance.
· Providing input on the requirements, design and delivery of training programs.
· Supporting testing activities, primarily the engagement of subject matter experts to be involved in testing.
	20%

	4. 
	Work collaboratively with members of iSolutions, Student Administration and Academic Affairs, academic staff and other Professional Services to deliver assigned work and resolve issues.
	15%

	5. 
	Share best practice and develop and maintain own skills and knowledge in the areas of business processes, business/process change and higher education for identification of business change improvements.
	10%

	6. 
	Contribute, as a member of Student Administration and Academic Affairs, towards broader initiatives to ensure and implement an excellent student experience. 
	5%

	7. 
	Any other duties as allocated by the line manager following consultation with the post holder.
	5%



	Internal and external relationships

	Internal
· Head of Business Change and Project Support and Banner Business Change Lead
· Banner Senior Programme Manager 
· Banner Programme team
· Student Systems team
· iSolutions teams
· Professional services teams
· Corporate Communications teams
· Banner users
External
· Ellucian (supplier)
· Other institutions and relevant networks




	Special Requirements

	· The post holder may be required to work from a variety of campus locations or visit organisations external to the University and therefore must be willing to travel.
· The post holder may be required to occasionally work outside normal office hours to meet the operational needs of the business.
· Demonstrate Southampton University behaviours (Embedding Collegiality – see below)





PERSON SPECIFICATION

	Criteria
	Essential
	Desirable
	How to be assessed

	Qualifications, knowledge and experience
	Skill level equivalent to achievement of HND, Degree, NVQ4 or a professional qualification. 
Proven experience of: 
· delivering business change within a complex environment.
· engaging stakeholders to understand the impacts, risks and benefits of proposed changes.
· applying structured plans to facilitate and support business change, such as communication, engagement or training.

	Professional qualification or training in change management such as Prosci or APMG.
Experience of:
· applying a change management approach to successfully deliver change.
· working within complex multi-disciplinary environments.
· working as part of an agile project delivery team.
· working in the Higher Education sector.
	Application and interview

	Planning and organising
	Able to organise, plan and deliver effective stakeholder engagement plans, communications, and engagement activities.

Proven ability to organise events and activities that deliver the required outputs. 

Experience of setting objectives, milestones and regular reviews to evaluate success. 

	Experience of working within a project management methodology.

	Application and interview

	Problem solving and initiative
	Able to develop understanding of long-standing and complex problems and to apply professional knowledge and experience to address them through collaboration and a planned change management approach.

Able to identify the impacts of proposed changes and work closely with programme team and business stakeholders to develop and implement appropriate change management tactics.
	Expertise in deploying change management tactics to overcome resistance to change.
	Application and interview

	Management and teamwork
	Able to facilitate effective team dynamics, ensuring any potential for conflict is managed effectively.
Able to provide guidance and advice to support colleagues to resolve complex problems.

Able to work effectively with a range of colleagues across a multi-disciplinary programme team including developers, project managers, business analysts and others.

	
	Application and interview

	Communicating and influencing
	Excellent communication skills, including the ability to translate technical language into accessible communications and presentations for a wide range of audiences.

Able to: 
· build relationships and understand stakeholders’ differing needs.
· influence and persuade stakeholders to support key changes and decisions.
· persuade stakeholders with varied levels of engagement to embrace and shape change, suggest new ideas, and manage ambiguity.
· write clearly and succinctly, and use multiple communication methods to suit the needs of different stakeholder groups.
	Experience of developing communication and engagement plans.

Experience of working with networks of change champions / subject matter agents to build support for change.
	Application and interview

	Other skills and behaviours
	
	
	

	Special requirements
	
	
	




JOB HAZARD ANALYSIS

Is this an office-based post?
	☒ Yes
	If this post is an office-based job with routine office hazards (eg: use of VDU), no further information needs to be supplied. Do not complete the section below.

	☐ No
	If this post is not office-based or has some hazards other than routine office (eg: more than use of VDU) please complete the analysis below.
Hiring managers are asked to complete this section as accurately as possible to ensure the safety of the post-holder.



## - HR will send a full PEHQ to all applicants for this position. Please note, if full health clearance is required for a role, this will apply to all individuals, including existing members of staff.

	ENVIRONMENTAL EXPOSURES
	Occasionally 
(<30% of time)
	Frequently
(30-60% of time)
	Constantly
(> 60% of time)

	Outside work 
	
	
	

	Extremes of temperature (eg: fridge/ furnace)
	
	
	

	## Potential for exposure to body fluids
	
	
	

	## Noise (greater than 80 dba - 8 hrs twa)
	
	
	

	## Exposure to hazardous substances (eg: solvents, liquids, dust, fumes, biohazards). Specify below:
	
	
	

	Frequent hand washing
	
	
	

	Ionising radiation 
	
	
	

	EQUIPMENT/TOOLS/MACHINES USED

	## Food handling 
	
	
	

	## Driving university vehicles(eg: car/van/LGV/PCV) 
	
	
	

	## Use of latex gloves (prohibited unless specific clinical necessity)
	
	
	

	## Vibrating tools (eg: strimmers, hammer drill, lawnmowers) 
	
	
	

	PHYSICAL ABILITIES

	Load manual handling
	
	
	

	Repetitive crouching/kneeling/stooping
	
	
	

	Repetitive pulling/pushing
	
	
	

	Repetitive lifting
	
	
	

	Standing for prolonged periods
	
	
	

	Repetitive climbing (ie: steps, stools, ladders, stairs)
	
	
	

	Fine motor grips (eg: pipetting)
	
	
	

	Gross motor grips
	
	
	

	Repetitive reaching below shoulder height
	
	
	

	Repetitive reaching at shoulder height
	
	
	

	Repetitive reaching above shoulder height
	
	
	

	PSYCHOSOCIAL ISSUES

	Face to face contact with public
	
	
	

	Lone working
	
	
	

	## Shift work/night work/on call duties 
	
	
	







Appendix 1. Embedding Collegiality 

Collegiality represents one of the four core principles of the University; Collegiality, Quality, Internationalisation and Sustainability. Our Southampton Behaviours set out our expectations of all staff across the University to support the achievement of our strategy. 

[image: ]
Banner Business Change Manager	2
image1.png
Personal
Leadership

Working
Together

Developing
Others

Driving
Sustainability

Behaviour

Tiake personal responsibily for my own actions and an acive approach lowards my.
development

Treflect on my own behaviour, acively seek sedback and
adapt my behaviour accordingly

1'how pride, passion and enthusiasm for our University communty

T Gemonstrate respect and build trust with an open and honest approach

1 work collaboratively and build productive relationships across our Universty
and beyond

Tactively listen to others and Communicate clearly and approprialely Wih everyone

Tiake an incusive approach, value the diferences thal people bring and
encourage others
to contribute and flourish

1 proactively work through chalenge and corficl, considenng oners Views (o achieve
positive and producive outcomes

Ihelp 1o create an envionment that engages and motvates others

Tiake fime 10 suppori and enable people {0 be the best they can

Trecogriss and value ofhers' achievements, gve praiss and celsbrate heir success

TGelver bakanced feedback to enable ofhers to improve el contrbution

identfy opportuniies and take action to be Py better

Tlan and priortise eficienty and effectvely, taking account of people, processes and
resources

Tam accountable, for tackiing issues, making GiTcult decisions and seeing
themthrough
to concuusion

Tencourage crealivity and nnovation 1o deliver workable Soions

1 consider the impact on people before taking decisions or actions that may affect them

Tembrace, enable and embed change efectively

Treguirty take account of exemal and intemal factors, assessng the need fo change
and
qaining support to move forward

T take time 1o understand our Universiy vision and drection and communicate s o
others.





image2.png
@ University of
Southampton




