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EXECUTIVE COMMITTEE ROLE DESCRIPTOR
Learning and Development Lead

Role: 			Learning and Development Lead
Organisation: 	CUBO (College and University Business Officers)
Type: 			Executive Committee Role
Term: 			Initial 3-year term 
Salary: 	Voluntary with reasonable expenses paid for attending meetings
Reports to: 	Chair, CUBO Executive Committee

1. Purpose of the Role 
The Learning and Development (L&D) Lead strengthens CUBO’s commitment to sector‑leading professional development by shaping, delivering and championing learning opportunities for members. 
 
2. Key Responsibilities 
All Executive Committee members
· Ensure CUBO operates in line with its governance requirements, and all relevant legislation.  
· Maintain high standards of integrity, ethical behaviour, and professionalism in all executive activities.   
· Participate in the Executive Team’s annual self‑assessment to maintain strong governance performance.  
· Contribute to ensuring CUBO’s financial stability and effective use of resources.  
· Support oversight of budgeting, expenditure, and financial decision-making.  
· Contribute actively to setting CUBO’s strategic direction, priorities and long-term goals.  
· Support the development, review and delivery of CUBO’s strategic plan.  
· Seek to understand the challenges and opportunities facing commercial and campus services in HE. 
· Represent CUBO positively at sector events, conferences, and external engagements when needed.  
· Act as an ambassador for CUBO, upholding its reputation and championing its value to members and partners.   
· Work collaboratively with fellow Executive Committee members, respecting diverse viewpoints and contributing to shared objectives.  
· Uphold CUBO’s values, including inclusivity, sector collaboration, and professional integrity.   
· Contribute to maintaining and reviewing CUBO’s risk register.  
· Act in the best interests of the organisation at all times, avoiding actions that could bring CUBO into disrepute.   
· Declare any conflicts of interest upon appointment and throughout tenure.  
· Withdraw from discussions or decisions where a conflict exists.   
· Champion diversity and inclusive practice within CUBO and the wider sector.  
· Contribute to building a culture where all voices are welcomed and valued. 
· Dedicate sufficient time to fulfil responsibilities, prepare for meetings, review papers and contribute to initiatives.  
· Participate in CUBO events, working groups, and strategic activities as appropriate. 
Role specific responsibilities
· Set the strategic direction for CUBO’s professional development portfolio, ensuring it aligns with the organisation’s mission, member needs and emerging sector trends. 
· Oversee the design and delivery of training programmes, including workshops, masterclasses, webinars, and leadership development initiatives. 
· Work closely with the CUBO team to coordinate logistics, communications, and evaluation of L&D activities. 
· Support succession development within the sector, including career pathways, mentoring, coaching and talent‑building initiatives. 
· Promote a culture of continual learning and professional growth across all CUBO member institutions. 
· Ensure EDI principles are embedded in all learning opportunities—accessible, inclusive, and representative of diverse member needs. 
· Report progress, insights and programme impact to the CUBO Executive Committee and at CUBO conferences. 

3. Time Commitment 
· Terms of office are laid out in the CUBO Executive Committee Terms of Reference. 
· Four substantive Executive Committee meetings per year (two in person and two online). 
· Up to six ‘keeping in touch’ meetings (online).  
· Annual General Meeting (online). 
· Approximately 5–7 days annually for programme design, review and engagement. 
· Attendance at key CUBO events (Summer and Winter Conferences) as required. 

4. Key Skills 
· Strong understanding of professional development and adult learning principles. 
· Ability to design or oversee high-quality learning content. 
· Excellent collaboration and stakeholder engagement skills. 
· Awareness of emerging sector challenges and workforce capability needs. 
· Commitment to inclusive and accessible learning.
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