	Date:

	June 2021 


          

JOB DESCRIPTION & PERSON SPECIFICATION

	Post title:
	Departmental Support Assistant (Finance and Planning, Student Services, Communications and External Relations & KDS)

	Post number
	

	Faculty/Service:
	Knowledge & Digital Services

	DBS check required:
	N

	Employee Category:
	Professional Services

	Grade:
	4

	Post responsible to:
	Director of Knowledge & Digital Services – matrix with Director Finance and Planning, Director Student Services and Director of Communications and External Relations

	Post/s responsible for:
	None





	Job purpose

	Responsible for managing, delegating, monitoring and responding to administration tasks on behalf of the Directors. The role holder will provide a confidential administrative service to the Directors of F&P, SS, CER and KDS; managing their diary, task deadlines, administration and correspondence.  In doing so they will identify, take responsibility for and action agreed elements of the Directors administration tasks (including HR) and correspondence. The role holder will also assist with generation of reports and analytics requested by other departments such as SMT, HR and Staff Development.





	Main duties and responsibilities

	Coordinate/undertake tasks, organise meetings/training and to ensure that there is a clear and effective channel of communication between the Directors and their Deputies and Heads of Unit

	High-level confidential secretarial and administration service to the Directors. This will include the role holder identifying, taking responsibility for and carrying out actions and will require the post holder to use their own initiative, without supervision within agreed scope.

	Assist the Directors in writing papers, intranet and Social Media messages by providing content, data and proof reading and ensuring that these are posted or sent to agreed deadlines. This may include carrying out basic research, collating further data and information.

	Support to Directors on the collation of contracts (for example ambassador, agent, peer support role contracts) and associated payroll and HR administration

	Provide relevant papers and ensure the Directors are prepared for any engagements they are involved in.

	Oversee Directors diaries and schedules and schedule meetings/tasks efficiently and effectively to ensure they take place in a timely manner. 

	Service, manage, liaise and contribute to internal and external committees and groups. Taking accurate minutes, preparing agendas and be a central point of contact for each committee.  

	Make decisions and act on behalf of the Directors within agreed parameters and experience. For example supplying information to other departments such as statistics.

	Take responsibility for the organisation of team events and activities (i.e. Awaydays) following instructions form the Directors

	Any other duties as may be reasonably required.



	General information

	It is anticipated that this job description will change over time in accordance with the needs of the role.  The role holder will be fully consulted on any proposed amendments.

We delight in diversity in our workforce and seek those that share this value




	PERSON SPECIFICATION


	The person specification details the attributes that the successful post holder requires to enable them to succeed in this role.  

Each of the attributes are designated as either essential (E ) or desirable (D).  

In order to be shortlisted for interview, your application needs to demonstrate that you meet all of the essential (E ) attributes and as many of the desirable (D) attributes as possible that are being assessed at application (A) stage.

(I = interview, P = presentation, T = test)



	ATTRIBUTES
	ESSENTIAL or DESIRABLE
	ASSESSMENT AIPT

	EDUCATION/TRAINING
	 
	 

	GCSE A-C English and Maths
	D
	A

	EXPERIENCE
	 
	 

	Providing administrative support or undertaking administrative roles
	E
	A, I

	Personal Assistant type roles
	D
	A, I

	Working within the Higher Education sector
	D
	A, I

	KNOWLEDGE
	 
	 

	 Practitioner level of all elements of the MS Office and O365 environments
	 E
	 I

	 
	 
	 

	 
	 
	 

	 
	 
	 

	SKILLS/ABILITIES
	 
	 

	Excellent organisational skills
	E
	I, T

	Good communications skills, written and verbal
	E
	I

	Excellent interpersonal skills
	E
	I

	Able to self-direct and motivate
	D
	I




	ATTRIBUTES
	ESSENTIAL or DESIRABLE
	ASSESSMENT AIPT

	PERSONALITY
	 
	 

	Approachable and friendly
	E
	I

	Able to deal with competing requirements and managers
	E
	I

	Responds well to pressure and deadlines
	D
	I

	OTHER
	 
	 

	This role requires full confidentiality to the different Directors
	E
	I

	Demonstrate commitment to University Values
	E
	A, I
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