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	Description and Person Specification Academic/Professional Services Staff

	
Job title: Planning and Performance Officer

Department: Planning and Insights

Grade: 4

Line Manager: Planning and Performance Manager

	Role Purpose:

The Planning and Performance Officer is responsible for analysis, reporting, and operational support to underpin the University’s institutional planning cycle and performance monitoring frameworks. This role will be a reliable source of accurate management information through formal reports to committees, provision of insights to feed into planning processes, and providing performance data for internal and external reporting. 



	Duties and Responsibilities:

Strategic and Operational Planning
· Provide support for the University’s annual planning process, coordinating the collation and interpreting of planning inputs and outputs.   
· Conducting analysis into specific areas of institutional performance (e.g. student continuation, graduate outcomes).

Institutional Performance and KPI Frameworks
· Produce regular reports, dashboards and other means of communicating performance against the University’s institutional and School KPIs.
· Produce analysis and reports in clear and concise formats for academic and professional services leadership, including insightful commentary on trends, priorities and opportunities.
· Working in collaboration with the Senior Data and Insights Lead to ensure appropriate data modelling is available to underpin performance reporting.  

Data Analysis and Interpretation
· Manage ad-hoc data requests from across the University, guiding colleagues on the most appropriate data sources and helping them interpret the results. This will include working with other members of the team to specify data modelling and reporting needs.
· Be the primary point of analysis for student surveys (including NSS, PTES and internal surveys), translating the results into meaningful insights to inform decision making.   
· Analyse performance relative to competitors to identify institutional risks and opportunities, and making recommendations for institutional responses.
· Drive process improvement initiatives, identifying opportunities to automate routine reporting and reduce manual data processing and report production.

Stakeholder engagement
· Working in partnership with academic and professional services leaders to advise on issues relating to planning and performance.
· Contributing analytical insight to University projects
· Building effective relationships with Planning teams across the HE sector and participate in stakeholder groups and conferences, to share expertise and good practice.

Other
· Perform other duties consistent with the role as may from time to time be assigned, collaborating fully with others to get the work done and Ravensbourne's objectives achieved.
· Demonstrate an understanding of Ravensbourne's values, culture and educational ethos and promote these through everyday practice in the role.
· Work within Ravensbourne's Code of Conduct and other Rules.
· Comply with all legislative, regulatory and policy requirements (e.g., Finance, People & Culture) as appropriate.
· Carry out the policies, procedures, and practices of Health & Safety in all aspects of the role.
· Demonstrate value and importance of equality and diversity in every aspect of Ravensbourne's work and show commitment through everyday practice in the role.



Final: 
1
ECC HERA Role Number: 


	Key working relationships:
· Director of Strategic Planning 
· Executive Team
· Deans and Heads of Department
· IT Services
· Registry
· Finance

	Resources Managed
  
  Budgets: N/ A
Staff: N/A




	Person Specification




	
	Essential
	Desirable

	Professional Experience
	
	

	Relevant work experience in a planning or data analysis role.
	✓
	

	Experience of contributing to business planning processes.
	✓
	

	Experience in understanding data and using this to monitor institutional performance and provide meaningful insight for strategic decision-making

	✓
	

	Ability to implement performance frameworks (e.g. KPIs, OKRs) which support institutional decision-making.
	✓
	

	Higher Education Knowledge
	
	

	A good understanding of the datasets used within Higher Education across the student lifecycle, research, enterprise and innovation, finance, estates and people
	✓
	

	Awareness of trends and policy changes in the Higher Education sector
	✓
	

	Broad understanding of academic and operational processes and their relationship to planning and performance.
	✓
	

	Data Literacy
	
	

	Ability to interpret data and translate into meaningful stories to enable leadership to better understand the context and make informed decisions. 
	✓
	

	Ability to conduct basic statistical analysis and able to draw meaning from the results
	✓
	

	Engagement 
	
	

	Influencing and negotiation skills, and ability to work with senior stakeholders
	✓
	

	Ability to present and explain findings to a wide range of senior stakeholders, both verbally and written, including those who are non data literate
	✓
	





This Job Description may be reviewed, and duties amended aligned with Ravensbourne's requirements, any changes will be made in collaboration with the postholder.

Our Values
Connection: We value what happens together and we collaborate to achieve our collective goals.
Dynamism: We embrace every opportunity to adapt and optimise.
Inclusion: We celebrate our diversity, and we embrace difference as a source of strength.
Professionalism: We aim for quality in everything we do and take pride in our work
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