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University of Derby Job Description
Job Summary
Job Title
Digital Delivery Coordinator 
College/Department 
Digital Solutions & Services
Location
Kedleston Road, Derby, DE22 1GB
Job Reference Number
0157-26
Job Grade
ATOS 6
Salary
£32,260 to £36,251 per annum (for exceptional performers, there is scope for further progression up to £41,689 per annum).
Reports To
Solution Architect
Line Management Responsibility
No
Job Description and Person Specification
Role Summary
The Digital Delivery Co‑ordinator will support the smooth running of technical projects and day‑to‑day operations by bringing structure, clarity and organisation to the work of our technical teams. The post holder will help plan and track activities, maintain accurate documentation, coordinate meetings and communications, and act as a key link between technical specialists, stakeholders and external partners. The post holder will ensure that projects run efficiently, information flows smoothly and teams can focus on delivering high‑quality digital services.
Principal Accountabilities
1) Supporting the structured planning, prioritisation and co-ordination of complex technical projects, helping to ensure activities are logically sequenced, dependencies actively managed, and delivery remains aligned to agreed milestones and business-critical timelines.
2) Maintaining visibility of delivery progress across multiple workstreams, proactively identifying delivery risks, resource constraints and critical dependencies, and escalating issues to senior technical and delivery leads to support timely resolution.
3) Establishing and governing robust project documentation and technical record‑keeping, ensuring all materials are accurate, version controlled, audit-ready and compliant with department standards.
4) Driving effective governance and decision-making forums, shaping meeting agendas, ensuring actions are clearly owned, and holding contributors accountable for timely follow‑through on agreed outcomes.
5) Acting as a key coordination and assurance point across technical teams, ensuring complex queries, requests and changes are assessed, routed appropriately and resolved with minimal disruption to delivery.
6) Coordinating technical resources, specialist equipment and logistics, balancing competing priorities to support deployments, testing phases, supplier activity and on‑site delivery commitments.
7) Producing high‑quality management information, dashboards and technical reporting for senior stakeholders, translating complex data into clear insights that support informed decision‑making and delivery assurance.
8) Ensuring consistent application of organisational processes, quality controls and governance standards, strengthening audit readiness, operational resilience and consistent ways of working across DSS.
9) Leading cross‑functional communication between technical teams, internal stakeholders and external suppliers, ensuring updates, change notices and technical information are shared clearly and promptly.
10) Overseeing the effective onboarding and integration of contractors, vendors and new technical colleagues, ensuring readiness through appropriate access, documentation and clarity of working expectations.
11) Taking accountability for the integrity of technical and operational data across enterprise systems, including asset registers, ticketing platforms and project tools, ensuring data accuracy, consistency and reliability.
12) Contributing to the strategic development and continuous improvement of technical documentation, including standards, operating procedures and knowledge assets, strengthening service continuity and reducing delivery risk.
Person Specification
Essential Criteria
· Relevant degree or equivalent qualification/professional experience
Experience
· Demonstrable experience coordinating complex technical or digital delivery activities across multiple concurrent workstreams.
· Proven track record of structured planning, scheduling and dependency management within technical, engineering or digital environments.
· Experience maintaining high‑quality project documentation, including version control, audit‑ready records and structured reporting.
· Experience working with technical teams, suppliers and contractors, ensuring smooth onboarding, access provisioning and operational readiness.
· Experience producing clear, concise management information and dashboards, translating technical or operational data into actionable insights.
· Experience coordinating technical resources, logistics or specialist equipment to support deployments, testing phases or supplier activity.
· Experience applying organisational processes, quality controls and compliance standards within a digital or technical function.
· Experience managing operational or project‑related data (e.g., asset registers, ticketing systems, project tools) with a strong focus on accuracy and integrity.
· Experience communicating clearly and confidently with a wide range of stakeholders, including technical teams, suppliers and internal colleagues.
Skills, knowledge & abilities
· Strong proficiency in Microsoft 365 tools, particularly Excel, Teams, SharePoint and Word, with the ability to use them for tracking, reporting and documentation.
· Strong organisational and planning skills, with the ability to sequence work, manage competing priorities and maintain delivery momentum.
· Excellent communication skills, able to translate complex technical information into clear, accessible updates for diverse audiences.
· Skilled in risk identification, escalation and mitigation, with sound judgement on when to involve senior technical leads.
· High attention to detail, ensuring accuracy, consistency and completeness across documentation, data and reporting.
· Strong facilitation skills, able to run structured meetings, drive clarity of actions and hold contributors accountable.
· Competent in using project management, collaboration and reporting tools (e.g., Jira, DevOps, ServiceNow, Miro, Power BI, SharePoint).
· Understanding of technical delivery lifecycles, including deployments, testing phases, change control and supplier engagement.
· Knowledge of governance frameworks, quality assurance practices and audit requirements within digital/technical environments.
· Awareness of data quality principles, including accuracy, completeness, consistency and traceability.
· Understanding of how technical teams (e.g., infrastructure, applications, data, networks) interact and depend on one another.
· Ability to coordinate and assure complex technical activity without needing to be the technical decision‑maker.
· Ability to anticipate delivery risks, identify constraints early and drive timely resolution.
· Ability to maintain calm, structured control in fast‑moving or high‑pressure delivery environments.
· Ability to build strong working relationships across technical teams, suppliers and internal stakeholders.
· Ability to work autonomously, taking ownership of delivery oversight while knowing when to escalate.
Desirable Criteria
Qualifications
· Project or delivery‑related certification (e.g., PRINCE2 Foundation/Practitioner, APM PFQ/PMQ, Agile/Scrum).
· IT service management qualification (e.g., ITIL Foundation).
· Training or certification in data quality, information governance or process improvement (e.g., Lean, Six Sigma).
Experience
· Experience working within large, complex technical environments such as enterprise IT, higher education, public sector or regulated industries.
· Experience supporting supplier management, including coordinating vendor activity, monitoring deliverables and ensuring compliance with contractual expectations.
· Experience contributing to the development of technical standards, operating procedures or knowledge bases.
· Experience supporting change management processes, including impact assessment and stakeholder communication.
· Experience onboarding contractors or third‑party delivery teams into structured technical environments.
Skills, knowledge and abilities
· Ability to design or improve documentation standards, templates or knowledge assets.
· Knowledge of enterprise architecture concepts, technical environments or infrastructure landscapes (high‑level, not specialist).
· Ability to analyse and interpret technical performance data, identifying trends or anomalies.
· Skills in producing visual dashboards or reports using tools such as Power BI or advanced Excel.
· Ability to contribute to continuous improvement initiatives across technical delivery, governance or operational processes.
Benefits
The University of Derby believes in providing choice to our people suited to their needs or life stages. Offering a number of salary sacrifice options, a generous holiday entitlement of 26 days plus bank holidays and 4 concessionary days and a host of family friendly policies, mean that splitting your time and finances can be easier. For those with prospective students in the household, we also offer tuition fee support to partners and children and, not forgetting you, we offer financial support for accredited learning.
Our competitive 'total reward' offering has something for everyone and looks to reward and recognise people in different ways.
Core to the package is a competitive pay structure and generous public-sector pension schemes. Our pay structure allows for stepped progression in role and is reviewed against the market and, where applicable, awarding national pay awards annually. Further financial support is offered through our Financial Wellbeing Hub, not forgetting our generous pension contributions supporting your retirement fund within our Local Government Pension Scheme.
Wellbeing at Derby features within our benefits options from our Employee Assistance programme through to our eyecare voucher scheme, not to mention the discounted membership for our on-site gym at our Kedleston Road campus. With our Inclusion and Wellbeing Networks, there really is support for everyone.
We also facilitate ‘Give as You Earn’ options to donate to your preferred charities straight from your pay which enhances the amount your charity receives for your donation.
At the University of Derby, we celebrate loyalty and achievements through our Staff Excellence Framework be it financially, or non-financially. We aim to foster a culture of boldness and brilliance in our people, and from a simple thank you through to a local awards ceremony, we recognise and celebrate notable achievements of our colleagues.
For more information on the benefits of working at the University of Derby go to the Benefit pages of our website.
Our People
The University of Derby is committed to promoting equity, diversity and inclusion, regardless of age, disability, trans status, marriage and civil partnership, pregnancy and maternity, race, religion or belief (or none), sex and sexual orientation.
We are Disability Confident Employers, demonstrating our commitment to disability inclusion, and invite applicants to highlight adjustments they may require, to ensure equitable participation in our recruitment processes.
Further, we are committed to ensuring an environment which is trans and non-binary-inclusive for all our staff, students, partners, and visitors, and continuously review our policies, guidance and training.
When applying to join the University, you can choose your preferred title, including the gender-neutral title 'Mx'. We also ask our candidates if they would like to share their preferred pronouns. This is voluntary but demonstrates our commitment to inclusivity for trans and non-binary candidates. Once employed, you can add pronouns and preferred names onto our system.
The University of Derby undertakes anonymised shortlisting during the staff recruitment process. This means that, when shortlisting, panel members will not be able to see an applicant’s name and will see an applicant number instead. This demonstrates the practical steps we are taking to remove barriers to recruitment by minimising the possible impact of our unconscious bias.
However you identify, we actively celebrate the knowledge, experience and talents each person brings. Our students come from a wide range of backgrounds; therefore we are particularly interested to hear from applicants who will help our leaders and teams be more reflective of our student population.
For more information on equity, diversity and inclusion at the University of Derby, please visit our website.
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