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Operational Process Review
Your SU in London – University of Sunderland Students’ Union

Introduction
University of Sunderland Students’ Union (USSU) is seeking to appoint a consultant to undertake an operational process review at its London campus. This work arises in the context of a planned period of maternity leave for the London Manager, and the organisation’s commitment to ensuring the London team is well-supported, operationally resilient, and equipped to work efficiently and confidently during that period.

The successful tenderer will work collaboratively with London campus staff to identify, prioritise and streamline operational processes, and will then provide structured support and training to help the team implement agreed improvements. The appointment is offered on a contract for services basis.

Background and Context
USSU’s London campus operates with a small, dedicated team led by the London Campus Manager. With the Manager on maternity leave, USSU wishes to use this transition period constructively - to identify opportunities for greater efficiency, operational capacity and purposeful approaches to activity. 

The review should be conducted in a spirit of collaboration and staff engagement. The aim is to work alongside the team to surface improvements they can own and sustain.

Scope of Services
The appointment will be structured in three phases:

Phase 1: Process Review and Recommendations
Engage with London campus staff to map current operational processes
Identify inefficiencies, gaps, duplication and areas of risk or dependency
Prioritise improvements based on impact, feasibility and staff capacity
Produce a clear, practical recommendations report for USSU’s consideration
Present findings and recommendations to USSU senior staff

Phase 2: Implementation Support and Staff Training
Support the team to implement agreed process improvements
Provide training and guidance tailored to the needs of London campus staff
Develop or refine process documentation, guides and reference materials as required
Build staff confidence to operate independently through and beyond the maternity leave period
Provide a brief end-of-engagement summary confirming outcomes and any outstanding actions

Phase 3: Handover 
Provide a full handover with the London Manager

Person Specification
Essential

· Demonstrable experience of conducting operational or process reviews in a comparable organisational setting
· Strong facilitation and staff engagement skills, with the ability to work sensitively with small teams
· Experience delivering practical training and implementation support, not consultancy reports alone
· Clear and accessible written communication skills, including the ability to produce usable process documentation
· Ability to manage a time-limited engagement to budget and timetable
· Desirable
· Experience working with students’ unions, higher education institutions or membership organisations
· Familiarity with the operational context of a satellite or multi-site organisation
· Experience supporting teams through periods of staffing transition or change

Procurement Instructions
Submission

· Tenderers are invited to submit a written proposal setting out how they will deliver the requirements of this Invitation to Tender
· Submissions must be provided electronically in Word or PDF format and should include:
· Organisational profile or individual CV
· Relevant experience, with specific examples of comparable process review and implementation work
· Proposed methodology and approach, including how you will engage staff (maximum 3 pages)
· Proposed timetable and resource plan
· Pricing structure, including a breakdown of Phase 1 and Phase 2 costs and any additional costs
· Details of two referees relevant to this type of work

Submissions should be sent to: yoursugovernance@sunderland.ac.uk 
Please email yoursugovernance@sunderland.ac.uk with any clarifying questions. 

Procurement Timetable

The indicative timetable for this procurement is set out below. USSU reserves the right to amend this timetable at its discretion.

Tender document issued: 27th March 2026
Submission deadline: 9am 10th April 2026
Shortlisting and evaluation: w/c 13th April
Interview invitations issued: w/c 13th April 
Interviews (if required): 27th April 
Appointment confirmed: w/c 27th April
Work commences: ASAP

Evaluation Criteria

· Tenders will be evaluated against the following criteria:
· Relevant experience of process review and implementation work — 35%
· Quality of proposed methodology and approach to staff engagement — 30%
· Understanding of the organisational context — 15%
· Credibility of proposed timetable and delivery plan — 10%
· Value for money — 10%

All costs incurred in preparing and submitting a tender shall be borne by the tenderer. Tenderers must declare any actual or potential conflicts of interest at the point of submission.
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