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Job Description

Job title:		Timetabling Officer 

Post number:		P007093

Reports to: 		Timetabling Team Manager

Department/School:	Academic Services

Grade:			5 

Purpose of the role
To carry out a full range of complex, administrative and support activity including preparing, organising, creating, and maintaining accurate and timely personalised student timetables for particular schools/courses, as a specialist in the field.  To liaise with school academic timetabling leads and other relevant internal teams, using and manipulating the Central Management Information System (CMIS) timetabling system and other associated systems. Providing advice, ensuring consistency with university established and agreed practices, policies, and timelines.   
The post holder exercises initiative to resolve complex timetabling matters, meeting school academic staff/ module and student requirements and resolving conflicts where required, referring to the timetabling lead, timetabling team manager or head of timetabling only where there is no clear precedent or in unusual circumstances.   
Timetabling officers are responsible for planning work activity for the year ahead; working with timetabling leads to forecast and in some cases predict, timetabling needs; negotiate where conflict arises throughout the scheduling process; and resolve issues as they arise to ensure the timely production of personalised student timetables within the prescribed timeframes.  
Line management responsibility for: N/A

Main areas of responsibility:
· Produce undergraduate and postgraduate personalised student timetables, in line with the university timetabling policy and to agreed timescales; balancing the needs of school/ academic staff / module/ student requirements and exercising initiative to produce the ideal student timetable, thus contribute to improving the student experience, and ensuring the best use of space is prioritised.  
· To input timetabling data using the CMIS functionality; updating, analysing and manipulating data as necessary, ensuring the accuracy of course structures, student numbers, staffing constraints and module data to produce draft timetables. Supporting the scheduling and checking of draft timetables, producing personalised student timetables.  
· To build and maintain excellent relationships with school timetabling leads. To gather, collate and understand specific, different, and changing teaching requirements within schools. Accountable for independently negotiating changes with timetabling leads when required.    
· To obtain and maintain a detailed understanding of the CMIS functionality, engage with the Timetabling Team Manager and CMIS support team with data input, on-going trials, and the requirement for data analysis for schools.  
· Maintain a detailed understanding of the academic annual timetabling and resource allocation process. Ensure that updated practice or policy is communicated clearly to all parties involved in timetabling and identify and contribute towards improvements in service delivery and procedural/ policy development.  
· To provide specialist advice and support with complex timetabling related processes and independently resolve timetabling administrative / support queries from school staff, ensuring compliance with agreed guidelines and procedures. 
· To work flexibly as part of a university wide timetabling team, inducting, coaching and assisting with training less experienced and/or new members of staff, as well as providing cover for colleagues on other campuses as necessary, to ensure a high standard of service is maintained.  

General responsibilities

These are standard to all University of Brighton job descriptions.
· To undertake other duties appropriate to the grade and character of work as may be reasonably required, including specific duties of a similar or lesser grade.
· To adhere to the University’s Equality, Diversity, and Inclusion Policy in all activities, and to actively promote equality of opportunity wherever possible.
· To be responsible for your own health and safety and that of your colleagues, in accordance with the Health and Safety at Work Act.
· To work in accordance with the Data Protection Act 2018 and UK GDPR


Person Specification

The person specification focuses on the knowledge, skills and abilities, qualifications, and the experience required to undertake the role effectively. Please ensure that your application demonstrates how you meet the essential criteria. You will be assessed by your completed application form (A), at interview (I) and in some instances through an exercise (E); these are shown at the end of each criteria.
Essential Criteria

	Knowledge, skills, and abilities


	· Proven evidence of a high level of analytical, problem identification and problem-solving skills reflecting good numeracy  (A, I)
· Excellent communication skills and a proven ability to communicate complex data clearly and sensitively to a wide range of audiences, with proven negotiating skills (A, I)
· Ability to plan and prioritise a range of work activities within agreed deadlines and within the relevant area of expertise using own initiative, whilst resolving conflicts of interest with a minimum of supervision (A, I)
· Ability to interpret, apply and communicate complex regulations and procedures, demonstrating sensitivity and diplomacy when communicating difficult information (A, I)
· Work proactively, collaboratively and flexibly with others (A, I)
· Ability to competently use, manipulate and maintain complex databases and online systems and computer programmes (Outlook, Word, Excel) (A, I)


	Qualifications


	· Educated to degree level or equivalent practical application of theoretical knowledge (A)


	Experience


	· Demonstrate work experience in administration within a Higher Education Institution including producing electronic student timetables using a complex database  (A, I)


	Managing people


	· N/A


	Physical demands and/or other requirements

	· Ability to methodically produce good written communications and numerical information accurately and clearly  (I)
· Able to work as part of a team, sharing good practice and developing effective professional relationships with colleagues (I)



 
Additional Information

· Any appointment is generally made at the bottom of the salary range for the grade dependent upon experience and previous salary.
· The University of Brighton welcomes job sharers. Job sharing is a way of working where two people share one full-time job, dividing the work, responsibilities, pay, holidays, and other benefits between them proportionate to the hours each works, thereby increasing access to a wide range of jobs on a part-time basis. The advert for the post for which you are applying will indicate whether applications from job sharers can be considered (this may not be possible for a post that is already part time for example). Refer to the ‘Balancing Working Life’ section on our website here: Benefits and facilities.
· It should be noted that during exceptionally busy periods in May, August and September it may be necessary to restrict annual leave.
· Annual leave entitlements are shown in the table below and increase after 5 years’ service. In addition, to the eight Bank Holidays, there are university discretionary days between Christmas and New Year. All leave, including bank holidays and discretionary days, is pro-rated for part time employees.

	Grades
	Annual entitlement per grade
	Grades
	After 5 years’ service

	1-3
	23 days
	1-3
	28 days

	4-7
	25 days
	4-7
	30 days

	8-9
	27 days
	8-9
	30 days

	Band 10 and above
	30 days
	Band 10 and above
	30 days



· More information about the department/school can be found here Professional Services Departments or here Academic Departments. 
· Read the University’s Strategy
· The University has an attractive range of benefits, and you can find more information about them on our website.


Date:  September 2025
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