APPOINTMENT OF
ORGANISATIONAL
DEVELOPMENT ADVISER
(LEARNING AND
MANAGEMENT)

OUR UNIVERSITY
ABOUT US
The University of Westminster has a long
and distinctive history. Founded as London’s
first polytechnic in 1838, our mission was to
educate the working people of London. Over
the course of the past 180 years we have
created a learning environment and a culture
that supports a highly diverse and international
community of students.
At the University of Westminster, diversity,
inclusion and equality of opportunity are at
the core of how we engage with students,
colleagues, applicants, visitors and all
stakeholders in the University. We are fully
committed to creating a supportive and safe
learning and working environment which is
equitable, diverse and inclusive, is based
on mutual respect and trust, and in which
harassment and discrimination are neither
tolerated nor acceptable.
We provide grounded, holistic education
with wide horizons and opportunities, so that
people from every background can realise
their true potential, contributing to a richer,
happier society. We are committed to removing
barriers to success and contributing to social
justice. Our teaching is practical, relevant and
contemporary. Our research has impact in the
world, is internationally recognised, and informs
our teaching. Our values are to be progressive,
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compassionate and responsible, so that we can
address the challenges of the present and the
future with confidence.
We are based at four main campuses: Regent
Street (including Little Titchfield Street and Wells
Street), Marylebone, New Cavendish Street
and Harrow. Each campus offers state-of-theart facilities. These include 350-seater lecture
theatres, award-winning teaching and social
space, our cutting-edge architecture studios,
and our purpose-built Financial Markets Suite
with Bloomberg platform.
The University’s 2018-2023 strategy,
‘Being Westminster’, builds on our unique
history and achievements. We are built to last,
and we are respected as leaders in teaching
and research, and for our engagement with
industry, employers and professions in the
development of work-ready graduates in
our chosen areas of strength. We are a UK
university that plays a leading and unique role
in helping students from different backgrounds,
communities and groups from all around the
world realise their full potential. We are a
high-performing learning organisation and a
community of educational endeavour where
individuals, students and colleagues are able
and encouraged to pursue what they love.

OUR
OBJECTIVES
TEACHING AND LEARNING

We aim to be a leading, high performing
and transformative learning organisation
which excels in providing an exceptional
student experience and exceeds sector
benchmarks for student satisfaction.
By 2024 we will have reviewed and
improved our portfolio of courses and be
at TEF Silver with over 70% of our subject
areas at Silver or Gold.

RESEARCH AND
KNOWLEDGE EXCHANGE

EMPLOYABILITY

By 2024 we will provide opportunities
for employability enhancing learning and
engagement with employers and industry to
all our undergraduate students.

INTERNATIONAL

We are raising the international reputation
and reach of the University, such that
by 2024 30% of our undergraduates
and 50% of our postgraduates will be
overseas students.

We are developing our research activity
and its impact in our areas of excellence.
By 2024, 70% of our REF outputs will be
at 3*/4* level and we will have doubled
our income from research grants.
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OUR
STRUCTURE
ACADEMIC STRUCTURE

The University Executive Board comprises the ViceChancellor and President, Deputy Vice-Chancellor
(Employability and Global Engagement), Deputy
Vice-Chancellor (Education), University Secretary
and Chief Operating Officer and the three Heads
of College.

Liberal Arts and Sciences (Regent and Cavendish)
• School of Social Sciences
• Westminster Law School
• School of Humanities
• School of Life Sciences

PROFESSIONAL SERVICES

Our structure is built to deliver an enhanced
learning environment, stronger and broader
industrial, international and professional
connections and pioneering and impactful
research. The University comprises three Colleges:

Westminster Business School (Marylebone)
• School of Organisations, Economy and Society
• School of Finance and Accounting
• School of Applied Management
• School of Management and Marketing
Design, Creative and Digital Industries
(Marylebone, Harrow and Cavendish)
• School of Architecture and Cities
• Westminster School of Arts
• School of Computer Science and Engineering
• Westminster School of Media and
Communication
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Our Professional Services teams support the
effective and professional delivery of our
teaching, research and knowledge exchange
and the management of student residences and
sports facilities.
•
•
•
•
•
•
•
•
•
•

Academic Registry
Business Engagement Directorate
Estates Planning and Services
Finance
Global, Recruitment and Admissions
Human Resources, Organisational
Development and Well-being
Information Systems and Support
Marketing and Communications
Strategy, Planning and Performance
Student and Academic Services

JOB
DESCRIPTION
Job Title:		Organisational Development Adviser (Learning and Management)
Department: Human Resources
Reports to: 		Head of Learning and Development
Grade: 		NG7
Status: 		Full time – permanent

ROLE PURPOSE

This post is responsible for the design and management
of programmes of work that will lead to organisational
performance improvements and cultural change.
Providing a comprehensive leadership, management,
learning and development advisory and support service
to all University colleagues, reflecting the objectives of
the People Strategy ‘Being Me: Being Westminster’.

PRINCIPAL ACCOUNTABILITIES

The postholder will:
• To manage and coordinate support to the delivery
of; talent management, leadership programmes,
management briefings, coaching and mentoring,
and development/assessment centres for University
colleagues.
• To research, design, deliver and review OD
interventions and monitor their impact and
effectiveness e.g. Leadership and Management
Development, Culture Change, Staff Engagement,
Diversity and Inclusion, Learning and Development
and Talent Management, ensuring that all
information is treated according to the Data

Protection Act requirements, and produce timely
and relevant progress reports, costing proposals,
year-end information and draft presentations for the
HR Department reporting to University Committees
and/or the Court of Governors.
• To deliver a range of development activities, coach
and educate colleagues and deliver presentations
and manage the engagement and contributions of
other internal and external providers, as required
to deliver added-value programmes to enhance
learning support to colleagues, ensuring value
for money and support to University prioritised
objectives, to achieve its strategy, organisational
performance and cultural improvements.
• To provide advice, support and information on
organisational development planning, policy and
options, and other related HR policies; advising
Heads of Colleges , Directors, Heads of School
and managers on individual and department level
development interventions; developing positive
relationships with colleagues, managers and
leaders from across the organisation, arranging
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JOB
DESCRIPTION
referrals to other HR teams, as appropriate; at
all times actively promoting and embedding the
University’s values and Equality & Inclusion (EDI)
agenda in all OD activities.
• To communicate and provide advice about projects
and their outcomes to relevant colleague groups,
putting in place processes for information collection
and analysis, producing management information
for stakeholders at all levels (HR and other
Professional Services Directors, Head of College,
Heads of School etc), organising and co-ordinating
logistical requirements, ensuring that all plans are
regularly reviewed and updated, and all tasks are
accomplished within agreed timescales.
• To provide advice on analysis and interpretation of
survey data, (e.g. Colleague Engagement survey,
Management Needs Analysis, 360 review) as well
as creating online surveys using BOS and other
tools; supporting other teams in the HR department
and outside with survey design.
• To research and implement strategies for increasing
colleague engagement with OD projects aims
and objectives and promote participation in OD
programmes and activities, through effective
communication of relevant information and
development opportunities, using positive language
and taking into account the needs of target group,
as well as efficient use of technology.
•
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• Support all relevant aspects of the University’s
systems, in relation to OD activities, to support the
implementation of performance management across
the University, ensuring that all support processes
of the development and training best practice
framework are in place to undertake comprehensive
planning and reporting of OD activities e.g. needs
analysis and training audits, performance and
development review auditing, internal and external
KPI reporting, impact evaluation strategies etc, and
ensuring all tasks are adapted in accordance with
changing business requirements.
• To manage or supervise the OD Administrator
in the organisation and administration of all OD
activities ensuring effective and timely completion
of OD objectives; high quality standards of service
are maintained and delivered in a timely manner;
appropriate operational cover of absence and
periods of peak workload are covered, as required.
• Monitor the OD budget year on year ensuring
all resourcing is within the resource envelope
allocated and defined procedures and timescales,
and that all transactions are made in accordance
with the University’s purchasing and contracting
processes, flagging expenditure issues and taking
pre-emptive or remedial action as necessary,
and producing a monthly status report showing
variances against plans.
• Any other duties within their competence, as
directed by the line manager from time to time.

JOB
DESCRIPTION
CONTEXT

This is a professional post. The postholder will help
push forward the People Strategy implementation by
contributing to improving organisational development
capability, and as such will make a significant
impact on all strands of the People Strategy. The
emphasis for this role is on professional support. The
postholder will be expected to ‘model’ a customercentred approach and a commitment to personal and
professional development. They will need to have
a good understanding of how the People Strategy
enables and supports the implementation of University
objectives and underpins all HRM/D policy and
practice. They should also be able to articulate what
other professional roles and teams in HR contribute to
the work of the Professional Services.
They will work closely with staff and managers at
all levels across the University and will therefore
be expected to forge relationships with a range
of stakeholders. They will place high emphasis
on colleague learning and development and will
ensure that the standards, quality and participation
in development activities make a major contribution
to developing University relationships and delivering
excellence in individual and organisation performance.

• A focus on Digital/E-Learning – blended learning,
e-learning modules, webinars, survey design and
data, implementation of online PDR platform and
LMS, SharePoint, flexible/activity based working
support, OD data.
• A focus on Leadership and Management –
talent management, leadership programmes,
management briefings, coaching and mentoring,
development/assessment centres.
They will also be expected to embed the University’s
values and Equality, Diversity & Inclusion agenda in
all Organisational Development activities and promote
a culture of continuous improvement, demonstrating
agility and flexibility in their ways of working. The HR
teams work in a matrix structure so each individual
is expected to take every opportunity to foster crossteam working and to develop a culture of sharing
knowledge and information across the Department.
The University requires all postholders to have
an understanding of individual health and safety
responsibilities and an awareness of the risks in the
work environment, together with their potential impact
on both individual work and that of others.

The HR Learning and Development team has two OD
Advisers with inter-changeable portfolios plus lead
responsibility for one of the following;
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JOB
DESCRIPTION
OUR VALUES

OBJECTIVES

We look forwards, anticipate what’s changing and
embrace the new with energy and imagination.

Wellbeing and Health and Safety will be at the heart
of the Being Me, Being Westminster experience. All
colleagues are encouraged to be socially responsible
and to take responsibility for their own wellbeing and
that of others. We will provide safe, rewarding, and
meaningful work. We will support and encourage
you to make healthy lifestyle choices through regular
activities, services and events to support colleague’s
wellbeing, and to enable each of us to bring our
whole and best self to work.

Progressive

Compassionate

We are thoughtful and sensitive, supportive and
encouraging, making the time to talk, especially when the
pressure is on. As a University community we are inclusive
and united, careful to consider what enables each and
every one of us to play our part.

Responsible

Individually and collectively, we take responsibility for
our actions, work to the highest ethical standards and
help each other to always do the right thing.
These values and the supporting behaviours are
important to us because they define who we are, how
we do things, why we choose to be at Westminster.
They are shared by our students, colleagues,
graduates, stakeholders and supporters. They underpin
our promise to students and colleagues.
The HR, OD and Wellbeing Department have five
objectives that will be our focus for the next five years:
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Being Well:

Being Inclusive:

To attract, employ and engage the most diverse
and talented people from across the globe, so we
become a truly inclusive University. Our diversity will
reflect the wider community, celebrate uniqueness and
generate the momentum to create a high performing
and transformational learning organisation. We will
particularly seek to create a more representative team
of leaders and managers from across all Colleges and
Professional Services.

Being Valued:

To create a culture that allows colleagues to be
themselves and be comfortable bringing their

JOB
DESCRIPTION
whole selves to work, where they are empowered,
supported, provided with development opportunities
and enabled to engage in work they love in an
open, honest and accountable and responsible way.
We will live our values to ensure a purposeful and
sustainable future for us all.

DIMENSIONS

Being Innovative:

Organisational Development Administrator

Our managers and leaders will use high quality and
reliable data and information to support progressive
and confident holistic decision-making at both strategic
and operational level, as we transform into becoming
a data informed and evidence-based University.

Being Open:

We will take advantage of the opportunities that the
digital environment offers in enhancing the working
experience of colleagues. We will embrace new
technologies and new agile ways of working. We
will keep an open mind about what technologies
may work for us and we will continue in that spirit
so that we remain proactive around the use and
implementation of new technology.

The postholder will be responsible for providing a
service to all colleagues and will therefore be able to
make a significant impact on University development
costs and the development of the University’s culture.

MANAGING RESPONSIBILITY
BUDGET RESPONSIBILITY

No budget responsibility but delegated responsibility
for monitoring

KEY RELATIONSHIPS

• University managers at all levels
• Communicate with all colleagues on e.g. roll-out of
performance management
• Other HR Teams including the HR Senior
Management Team
• External Providers of OD
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PERSON
SPECIFICATION
QUALIFICATIONS
Essential

• A relevant first degree or an equivalent level of
practitioner experience in an HR Department,
ideally in a professional OD / learning and
development role.
• CIPD qualification or relevant professional
qualification HEA, PGCert, ITOL, etc.
• Membership of a relevant professional body e.g.
CIPD, HEA, SEDA, CMI, ILM

Desirable

• A Higher Degree in a relevant subject e.g. HRM
or an equivalent level of practitioner experience in
an HR Department in a professional learning and
development role.
• Qualification in Coaching

TRAINING AND EXPERIENCE
Essential

• General
• Experience of design and delivery of
organisational development programmes of work.
• Knowledge and experience of a range of OD
practices.
• Experience of research and delivery of OD, staff
development and learning design systems and
processes.

10

• Understanding and experience of evaluation and
assessment of impact of development programmes.
• Working with others: Facilitation - Relationship
building - Management
• Experience of presenting or facilitating with large
and small groups.
• Confident and effective with people at all levels
i.e. building effective relationships; facilitating
discussions with individuals and groups
• Comfortable working with colleagues and
managers at all levels on learning and
development issues
• Experience of preparing presentations and
documents for communicating to a range of
audiences and purposes
• Experience of supervising or managing staff.
• Organisation - project management – IT Systems
• Evidence of good planning, time management and
organisational skills.
• Proven record of organisation and administration.
• Evidence of practical project management skills
• Evidence of experience of systematic planning and
budgeting of resources and prioritising
• Comfortable working with statistical information
e.g. collating and interpreting information from a
range of sources.
• High level of competence with computer systems
and applications, including web-based HR

PERSON
SPECIFICATION
database systems with employee and manager
self-access and applications such as Word, Excel,
Outlook and PowerPoint.
• Some experience in the use of virtual/managed
learning environments e.g. Blackboard, CMS
• Experience of dealing with confidential data and
an understanding of the implications of the Data
Protection Act.

Desirable

• Experience of being involved in change
management initiatives.
• Experience and qualified in Psychometric testing
and development tools.
• Previous use of an electronic delivery platform
for learning and development support and
dissemination.
• Advanced IT knowledge including experience of
contributing to the development of bespoke software
and web based
• applications in the context of learning and
development software.

APTITUDE AND ABILITIES

• Ability to work well under pressure on own initiative
and as part of a busy team to tight deadlines
• Ability to quickly establish credibility and build
relationships at all levels.
• Excellent interpersonal skills, showing an ability to
persuade and motivate a range of customers.
• Adaptability and the flexibility to remain responsive
to new ways of working and new challenges.
• Ability to motivate others.
• Good negotiation and influencing skills.
• Ability to deal sensitively, patiently and
diplomatically with complex and emotionally
charged situations.
• Creative aptitude and good problem -solving skills.
• Highly skilled in developing and managing client
and working relationships.

PERSONAL ATTRIBUTES

• See University of Westminster Competencies
• Fully committed to creating a stimulating learning
and working environment which is supportive and
fair, based on mutual respect and trust, and in
which harassment and discrimination are neither
tolerated nor acceptable.

• High standard of communication and
• interpersonal skills, oral and written e.g. report
writing, note taking, developing presentations in
PowerPoint
• Ability to use own initiative and consider the wider
context and implications when problem solving
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HOW TO
APPLY
The University of Westminster will be supported in this
appointment by executive search firm, Society. For
further details, including the job description, person
specification and information on how to apply, please
visit the website of Society.

The deadline for receipt of applications is
midday (UK time) on Monday 7 June.
At the University of Westminster, diversity, inclusion
and equality of opportunity are at the core of how we
engage with students, colleagues, applicants, visitors
and all our stakeholders.
We are fully committed to enabling a supportive
and safe learning and working environment which is
equitable, diverse and inclusive, is based on mutual
respect and trust, and in which harassment and
discrimination are neither tolerated nor acceptable.
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The University offers a range of wellbeing
and work-life balance benefits to recognise
and reward the essential contribution our staff
make to our success and growth. Our benefits
are inclusive for staff of all backgrounds,
including LGBT+ staff, disabled staff, pregnant
staff, parents and carers, as well as staff of
all genders, ages, ethnicities, nationalities,
religion and beliefs, and marriage and civil
partnership status.

CORE BENEFITS INCLUDE

• 35 days annual leave per year, plus
bank/national holidays and University
of Westminster closure days (pro-rata for
part-time staff).
• A generous occupational pension scheme.
• Annual incremental progression and/or cost
of living reviews.
• Generous maternity, paternity and
adoption leave.
• An option to subscribe to the Simply Health
Cash plan, which covers private healthcare
services and treatments.
• Reduced monthly and annual membership
rates for a wide range of sporting facilities,
including gyms at Regent Street and Harrow
campuses, as well as the Chiswick Sports
Ground.
• The opportunity to participate in other
attractive employee benefit schemes such as
Cycle to Work, Eye Care Vouchers, Season
Ticket Loans, and Give As You Earn.
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