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JOB DESCRIPTION  

 
Job Title:    Systems Administrator Apprentice (Moodle) 
Salary:    £15,000 pro rata per annum  
Hours: Part-time, 3 or 4 days hours per week (depending on study 

hours)   
Location:   Metanoia Institute, 13 North Common Road, W5 2QB 
Responsible to:  Communications & Marketing Officer  
Type of Employment:  12 months Fixed Term Contract 
 

Main purpose of the job 

We are seeking a Systems Apprentice to provide a broad range of application development, 

maintain and improve current business solutions such as Moodle that serve Teaching and 

Learning, Student Management and Professional Services.   

 

You will apply agile-oriented methodologies to develop existing and new solutions for business 

transformation solutions as well as contribute to the planning and delivery of development 

project sprints through design, development, integration and testing.  

 

You will have the ability to produce training materials, user guides and other technical 

documentation and will have knowledge of Moodle development (or another similar student VLE 

system). Experience of other systems such as WordPress, Adobe, Microsoft Teams and basic 

HTML knowledge would be beneficial. Strong communication and interpersonal skills will see you 

perform well in this role, along with your ability to anticipate customer requirements and work 

collaboratively with the communications & Marketing Officer to achieve business needs.  

 

You will be used to working under pressure and to tight deadlines as part of a team, but also 

alone.  You must be a strong team player who is resourceful and able to work on your own 

initiative. 

 

In return, we offer an attractive remuneration package, opportunities for personal and 

professional development and the chance to be part of a dynamic, forward thinking team. 

 

The Institute understands the benefits of recruiting a diverse range of people and we select the 

best possible on merit alone.  We welcome applications from under-represented sections of the 

community.  We are proud to be a Disability Confident Leader, guaranteeing to offer an interview 

to anyone who meets the definition of disability set out in the Equality Act 2010 and who meets 

all of the essential criteria contained within the person specification. 

 

Key areas of responsibility  

1. To update and train both academic and administrative staff on how to use the Institute’s VLE 
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system (Moodle) and to be the go-to person for problem solving. 

2. To undertake development and maintenance activities on the relevant systems (Moodle). 

 
3. Contribute to the planning and delivery of development project sprints through design, 

development, integration and testing. 

 
4. Lead and manage technical projects as directed by the Communications and Marketing 

Officer, developing system solutions in collaboration with business users (Students and Staff), 

using technical skills and best practices. 

 

5. To work closely with the Marketing and Communications Officer to review and test new 

functionality in Institutional systems as released through projects, upgrades and software 

updates, providing support through user acceptance testing, and project release. 

 
6. Produce and maintain technical documentation including functional and system 

specifications. (Moodle user guide). 

 
7. Contribute to the development of standards and procedures for the effective integration of 

systems and applications. 

 
8. Build and maintain effective and productive working relationships with colleagues, Students, 

and third parties and support the Institutes values. 

 
9. Support in the development of an engaging online user experience, informed by user data 

and research. 

 
10.  To ensure that mainstream desktop, tablet/iPad and mobile devices, browsers and operating 

systems are able to access the Moodle equally well with a high-quality browsing experience 

for searching information. 

 

11.  To engage with learner’s user groups to gain feedback on Moodle to ensure that the service 

fully meet learner needs. 

 
12. Working with academic faculties to develop their specific conversion plans on Moodle 

 

Other Duties 

• To carry out any other tasks that may be reasonably requested by the Institute. 

 

• To be act as an ambassador for Metanoia at all times, upholding its values and professional 

standards when liaising with external bodies, attending external events, conferences or 

seminars. 
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• Keeping skills up-to date on complying will all Metanoia Institute policies and guidelines (i.e. 

Health & Safely, Data Protection, Equality & Diversity etc.). 
 

 

 

PERSON SPECIFICATION 
 

 Essential Highly 

Desirable 

How Assessed 

Qualifications 

 
1. Working  to degree level in business, marketing, 

IT or a related discipline.   

2. Educated to post-graduate level. 

✓ 
 

 

 
✓ 

 

CV 

Degree Award 

Knowledge and Experience 

Demonstrable experience working as a developer on 

complex enterprise wide systems preferably in a HE 

environment 

✓ 
 

 Supporting 

Statement 

CV 

Interview 

Reference 
Experience in producing training materials and user 

guides, technical documentation, and process 

documentation 

✓ 

 
 

Knowledge of brand development principles  ✓ 
 

 

Skills & Abilities     

Working knowledge of a number of the following 

technologies gained through applied experience: 

- Microsoft Windows Server infrastructure 

- Microsoft SQL Server or equivalent relational 

database software 

- Cloud based implementation and integration 

- Programming skills:  

- Microsoft 365/Teams Instructure 

- File Transfer Protocol (FTP) 

  

✓ 
 

  

Familiarity with Moodle as a virtual learning 

environment used by educational organisations  

✓ 
 

  

Customer focused – anticipates the requirements of 

the customer (whether they be internal or external) 

and meets those needs in a timely manner. 

✓ 
 

  

Self-directed and able to prioritise and work 

effectively under own initiative 

✓ 
 

  

Excellent inter-personal and communication skills, ✓   
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both written and oral and Excellent written grammar 

and proofreading skills 

 

A solid understanding of SEO, WordPress, HTML and 

depth knowledge of Google Analytics 

✓ 
 

 

 

Supporting 

Statement 

 

CV 

Interview 

Reference 

Programmer skills, cross browser compatibility and 

web developer skills 

✓ 
 

 

Excellent and proven customer care skills and the 

ability to work effectively in different environments 

with varied stakeholders 

✓ 
 

 

An appreciation of digital measurement tools and 

their importance 

✓ 
 

 

Developing content ideas from external teams and 

translating these into marketing resources or 

activities 

 ✓ 
  

Experience of Adobe Creative Cloud or similar 

software package 

 ✓ 
 

Punctuality and reliability in delivering tasks on time ✓   

Attitudes and Values    

Time flexibility and availability 

 

To work in accordance with Metanoia Institute Equal 

Opportunities Policy, Codes of Ethics and 

Professional Practice, Complaints Procedures 

and Health and Safety Policy. 

✓ 
 

 
✓ 

 Supporting 

Statement 

CV 

Interview 

 

 

 
 
 


