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	JOB DESCRIPTION AND PERSON SPECIFICATION

	Job Title: UALSC Product Development Assistant
	Accountable to Product Development Manager

	Contract Length: 
	Hours per week/FTE: 1.0 (35 hrs)
	Weeks per year: 52

	Salary: 
	Grade: 2

	College/Service: UAL Short Courses Ltd 
	Location: Various UAL Sites  

	
	What is Academic Enterprise?
Academic Enterprise (AE) leads the University of the Arts London’s enterprise driven income operations and is integral to the University’s long-term development. Academic Enterprise’s mission is to increase the amount of income generated by the University from non-core teaching and research activities. It includes a number of successful existing business operations: UAL Short Courses Ltd (UALSC), the Language Centre, the University’s Study Abroad programme and a new subsidiary UAL Arts Temps Ltd (UALAT) which will manage the temporary and permanent employment of approximately 2,500 UAL students and graduates.

UAL Short Courses is committed to creating diverse and inclusive environments for all staff and students to work and learn –a workplace where we can be ourselves and reach our full potential. We offer a range of family friendly, inclusive employment policies, flexible working arrangements, and Staff Support Networks. We welcome applicants from diverse backgrounds, including race, disability, age, sex, gender identity, sexual orientation, religion and belief, marriage and civil partnership, pregnancy and maternity, and caring responsibility.

Purpose of the role:
Working as part of the UAL Short Courses Ltd team, this post will provide administrative support to the development of new products, the customised UALSC short course programme and scheduled products/courses. The postholder will work closely with the Product Development Manager and the Head of Product and Planning to ensure effective processes are used in the delivery of new products, existing products, and our growing customised offer. The postholder will work cross functionally where necessary to support the effective launch and ongoing administrative support of all products within the UALSC portfolio.






	
Duties and Responsibilities

Product Development 

	· To work closely with the Product development manager and the Head of Product Development and Planning and relevant stakeholders to effectively support the development of new products, new courses and existing short course offer in-line with the UALSC roadmap. To provide administrative support and build effective processes for the delivery of (but not limited to):

· Customised training 
· New products (both online and face to face)

To perform administrative tasks for Customised courses including but not limited to:

· To maintain the customised training client dashboard and customer contact list  
· To monitor and track the status of client proposals and agreements
· To request invoice and track payments
· To collect feedback for customised training courses
· To create and distribute Customised Training Certificates 
· To support with the compliance process for customised clients (collect and compile VISA information for customised training participants and liaise with the Immigration and Compliance Team)
· To be responsible for monitoring the inbox for inbound enquiries, triaging the enquiries and logging them into an effective database.

· To help maintain healthy client relationships by email, phone, remote and in-person meetings

· To liaise with tutors, assessors, technicians and wider UAL staff regarding graded awards, self paced and customised training courses opportunities and new product development.

· To work closely with the Sales team and Product development manager to provide administrative support with upsell opportunities to customised and prospective clients. To support sales teams with relevant materials to help with the conversion process.

· To maintain tracking documentation to ensure the development backlog in relevant software platforms is up to date. Work with the Product development manager to prioritise work in the best interests of the business and based on strategic priorities 

· To liaise with the operations team (online and face to face) to provide relevant information about customised courses


	General

· To perform such duties consistent with your role as may from time to time be assigned to you anywhere within the University

· To undertake health and safety duties and responsibilities appropriate to the role

· To work in accordance with UALSC policies, promoting equality and diversity in your work

· To undertake continuous personal and professional development, and to support it for any staff you manage through effective use of the Planning, Review and Appraisal scheme and staff development opportunities

· To conduct all financial matters associated with the role in accordance with UALSC policies and procedures, as laid down in the Financial Regulations

· To make full use of all information and communication technologies in adherence to data protection policies to meet the requirements of the role and to promote organisational effectiveness

· To personally contribute towards reducing the university’s impact on the environment and support actions associated with the UAL Sustainability Manifesto (2016 – 2022)


	




	Key Working Relationships: Managers and other staff, and external partners, suppliers etc; with whom regular contact is required.
Internal
· Product Development Manager, Head of Product Development and Planning, Programme and Planning Manager, Marketing manager, Short Course Managers, and all Short Courses staff. 
· Short Course Tutors 
· Technical and Support staff 

External
· External clients 
· External suppliers


	Specific Management Responsibilities
Staff: N/A
Budgets: N/A
Other (e.g. accommodation; equipment): 



Signed 		Toby Wynyard				Date of last review 		18/9/26	
	(Recruiting Manager)



	Person Specification 

	Specialist  Knowledge/Qualifications
	
Working knowledge of Office 365


	Relevant Experience
	Experience of working in a busy office environment

Ability to work effectively within and between teams to achieve common objectives 

Experience of using systems for data entry and reporting 

Experience of providing co-ordination and administrative support 

Experience of working in an education or training environment

	Communication Skills
	
Communicates effectively orally, in writing and/or using visual media.


	Planning and managing resources
	
Plans, prioritises and organises work to achieve objectives on time.


	Teamwork
	Works collaboratively in a team and where appropriate across or with different professional groups.

	Student experience or customer service
	
Provides a positive and responsive customer service.


	Creativity, Innovation and Problem Solving
	
Uses initiative or creativity to resolve problems.




image1.jpg
m short
B courses

ual




