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Job Description: Professional Services Position

	Faculty/Directorate/Service Area:
	Education Services

	Job Title:
	Digitally Enabled Education and Technology Officer – Maternity Cover

	Department/Subject:
	Education Development Team

	Salary:
	Grade 7

	Hours of work:
	Full Time 35 hours a week

	Contract:
	Fixed Term until 18th December 2026

	Location:
	This position may require the post holder to work at either Singleton or Bay Campus



	Main Purpose of Post

	1. To operationally deliver the remit aligned to the Education Development Team, specifically Digitally Enabled Education and Technology, including digital learning and teaching skills professional development, and the management of virtual learning environment.
2. To provide high level support in this service area for The Education Development Team and to engage academic staff, student representatives, senior colleagues and external partners in support of the University's objectives
3. The Education Development Team supports the delivery of an academic led agenda in faculties, focussing on the following key areas:

· Professional Development and Training:
Designing, organising and delivering professional development programmes, training sessions and resources that support staff with enhancing their skills and competencies.
Providing pedagogic, training and digital support aligned with the priorities of the Education Strategy. 
· Curriculum and Assessment Development
Providing expert advice on effective practices in curriculum design and assessment.
Acting as facilitators to support curriculum transformation initiatives, ensuring alignment with educational standards and goals. 
Encouraging creative, authentic and inclusive teaching and assessment delivery and design. 
· Digital Technologies in Education
Championing the integration and effective use of digital technologies to broaden and enhance learning and teaching delivery.
Explore new technologies to enhance the student experience and support innovative educational practices and leverage technology to improve outcomes.


4. To support the delivery of the service embedded in faculties via a business partnering approach and to work closely with the service lead and faculty leadership to support this, ensuring that peer led support and co-creation are at the heart of delivery.
5. To support the engagement with students in developing and shaping their learning experiences, recognising the significant role they play in co-creation.
6. To represent Education Services on relevant committees and faculty meetings using functional, technical and subject expertise to influence and inform activities in support of the University's objectives
7. To support the development and delivery of digital training and resources that support academic staff, enhancing pedagogy, assessment and feedback practices and educational resources. 
8. To maintain an up to date and applicable knowledge of research, effective practice and theory in the area of digitally enabled education and technology.
9. To support the provision of service information for academic staff, students, colleagues and external partners
10. To support the delivery of the Virtual Learning Environment ensuring it is fit for purpose and supports the remit and strategic ambitions of the University. 
11. To engage in relationships with potential and existing external partners 
12. To work closely with the Directors of Professional Services, external stakeholders and other senior staff on issues relating to The Education Development Team, including supporting the delivery of elements of the Education Strategy.
13. To support the embedding of effective practice in learning and teaching skills development across the University.
14. To oversee key information sets and reports that may be required for internal and external audiences, committees and key stakeholders. 
15. To support and contribute to activity plans for the service area
16. To evaluate service performance, anticipating changes in demand, taking a matrix approach to modelling and deploying resources to ensure all services meet the agreed standards and expectations and to address single points of failure
17. To support the development of service policies and procedures in line with relevant standards and guidelines, ensuring efficient workflows that make effective use of available technologies and are proportionate to risk, supporting accreditation, audit, compliance, quality assurance or validation where appropriate
18. To support the delivery of services that enhance the student experience and outcomes by providing opportunities for staff to enhance and develop digital teaching and learning skills. 
19. To ensure that single lines of accountability are transparent, and that process improvement and enhancement is a continuous theme across all teams and remits


	General Duties
	20. To fully engage with the University’s Performance Enabling and Welsh language policies
21. To promote equality and diversity in working practices and to maintain positive working relationships.
22. To lead on the continual improvement of health and safety performance through a good understanding of the risk profile and the development of a positive health and safety culture. 
23. Any other duties as agreed by the Faculty / Directorate / Service Area.
24. To ensure that risk management is an integral part of any day-to-day activities to ensure compliance with the University’s Risk Management Policy




	Professional
Services
Values
	All Professional Services areas at Swansea University operate to a defined set of Core Values: Professional services values and it is an expectation that everyone is able to demonstrate a commitment to these values from the point of application through to the day to day delivery of their roles. Commitment to our values at Swansea University supports us in promoting equality and valuing diversity to utilise all the talent that we have. 

We are Professional
We take pride in applying our knowledge, skills, creativity, integrity and judgement to deliver innovative, effective, efficient services and solutions of excellent quality.

We Work Together         
We take pride in working in a proactive, collaborative environment of equality, trust, respect, co-operation and challenge to deliver services that strive to exceed the needs and expectations of customers.

We Care
We take responsibility for listening, understanding and responding flexibly to our students, colleagues, external partners and the public so that every contact they have with us is a personalised and positive experience.
Commitment to our values at Swansea University supports us in promoting equality and valuing diversity to utilise all the talent that we have.



	
Person Specification

	Essential Criteria:

Values:
· Demonstrable evidence of taking pride in delivering professional services and solutions
· Ability to work together in an environment of equality, trust and respect to deliver services that strive to exceed the needs and expectations of customers.
· Demonstrable evidence of providing a caring approach to all of your customers ensuring a personalised and positive experience

Qualifications

· A degree or equivalent relevant experience

Experience
· A clear understanding of learning and teaching in a higher education environment, associated pedagogies and in designing and delivering digital learning and teaching skills development. 
· Experience in delivering resources and support for digital learning and teaching skills.
· Experience in supporting and/or working within a Virtual Learning Environment
· Experience in delivering services that seek to support strategic objectives aligned to academic enhancement. 
· Experience of working with pedagogic principles and the ability to translate these into delivery. 
· Experience in evaluating success and acting on feedback to improve delivery. 

Knowledge and Skills
· A good understanding of the current landscape and challenges of digital learning and teaching delivery in a higher education environment
· Good communication skills, verbal and written and to present coherent arguments to achieve the desired outcome.
· Understanding the need to champion and embed effective practice in learning and teaching skills development across the University. 
· Good presentation skills to communicate effectively.
· Excellent organisational and time management skills with ability to prioritise work to meet deadlines in an outcome focused way
· Excellent IT skills, knowledge of and ability to support design and delivery. 

Desirable Criteria:
· Ability to communicate through the medium of Welsh.
· Advance HE Fellowship


	Welsh Language Level
	Level 1 – ‘a little’ - pronounce Welsh words. Able to answer the phone in Welsh (good morning / afternoon). Able to use very basic every-day words and phrases (thank you, please etc.). Level 1 can be reached by completing a one-hour training course.

For more information about the Welsh Language Levels please refer to the Welsh Language Skills Assessment web page, which is available here.

	Additional Information
	Informal enquiries: Please contact Christian Stevens, Digitally Enabled Education and Technology Lead – c.r.stevens@swansea.ac.uk 
Shortlisting Date: week commencing 12th January 2026
Interview Date: week commencing 26th January 2026
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