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Key Responsibilities  

 Contract type



rwebb
Text Box
Skills, experience & qualifications required - Essential

rwebb
Text Box
Skills, experience & qualifications required - Desirable


	Provide the job title of the line manager and any direct reports: Head of VLE Operations
	Enter job title here (40 characters max): Team Leader - VLE Support
	Choose a Contract type: [Full time and permanent]
	Enter a short statement summarising the main objective of the role: 
	  1000 characters max: The Digital Product Management Team is a central BPP team (made up VLE Operations, Digital Assessments, Digital Innovation and Development) who are responsible for the development and delivery of learning platforms and learning/assessment resources across the whole of BPP to drive the digital first strategy. The aim of the team is to provide a world class service and this role will be responsible for two-key areas of delivery:

1) To ensure that on-line content to students is provided in a timely, complete and accurate manner. 
2) To ensure the team deliver world class support for queries (both in terms of quality and timeliness) so that internal stakeholders and students receive an exceptional quality on-line experience, supporting the Digital First strategy.

	Text3: 
	Choose a Department: [Digital Product]
	Choose a Location: [London Liverpool Street]
	Summarise main activities, e: 
	g: 
	 core tasks, key objectives & accountabilities, SLAs, travel requirements: 
	  1500 characters max: Include but are not limited to:

• Supporting with the continuous development of the VLE, including implementing new features and integrating new course building features into internal procedures
• Working collaboratively with subject matter experts, client management teams and heads of programmes to develop and implement solutions for key client requirements
• Create and maintain course build schedules to ensure the team are able to deliver products on time
• Monitoring queries in mailboxes/query management systems and ensuring response within SLA
• Effectively manage/monitor the teams performance using VLE dashboard
• Assist management with hiring processes and new team member training
• Coach and improve team members
• Creating and updating new products on the BPP VLE systems (Moodle/Totora)
• Ensure all Totora processes are refined and documented
• Advising on and supporting implementation of learning resources within the Virtual Learning Environment   (Moodle/Totora)
• Leading on change management in this area by delivering training and key communications to the business
• Create and maintain Totora/Moodle/Ruby user profiles including roles and permissions for both students and staff





	Specify the knowledge, experience, skills & qualifications required: 
	 Mention any pre-employment checks required, e: 
	g: 
	 DBS: • A strong leader that can clearly and concisely communicate goals and tasks
• Able to motivate the team and encourage productivity and passion for the job
• Management/supervisory experience
• Lateral thinker with a logical approach to tasks and problems
• Proactive and professional attitude to work
• Good organisational skills to meet deadlines
• Ability to cope with conflicting demands and to prioritise tasks
• Excellent communication skills: verbal and written
• Work well within a team to solve problems collectively, making suggestions and using other people's ideas        and advice    
• Ability to cope with conflicting demands and to prioritise tasks
• An excellent working knowledge of Moodle/Totora
• An excellent working knowledge of assets such as:  
        • Panopto videos
        • SCORM files and bridge assignments
        • e-assessments
        • PDF's
        • Moodle/Totora quizzes
• A good understanding of HTML/CSS
• An excellent working knowledge of Microsoft Office
• Highly digitally literate
• Passionate about Digital Learning



	Provide details if required: 
	Text1: • An understanding of how BPP courses are structured and operate 
• The confidence and communication skills to train others
• A qualification in an IT related field
• Experience of BPP systems such as: Panopto, Ruby, Salesforce, Product Factory


