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Job Title:		Executive Assistant – Business Support (2 posts)	

Department:		Library Service

Grade:		5	

Responsible to: 	Project Officer - Business Support 

Campus:		Belfast/Coleraine/Derry~Londonderry 

Job Purpose 

The role holder will provide a comprehensive and professional support service to the Director of Library Service and University Librarian, and Library Leadership Team.  The role will be directed by the pressures/demands of the service throughout the academic year. 

Main Duties

In the performance of duties within the Library Service, there is an underpinning expectation of proactive collaboration and teamworking across all parts of the service, and an expectation to embrace continuous service improvement. The Library service commits to providing learning and development to support this expectation.

1. Provide a centralised administrative support service across all business areas within the library service.
2. Provide a professional support service for the Director of Library Services and University Librarian and the wider management team on request, including diary maintenance and collation of meeting papers.
3. Assist in the supervision and co-ordination of all support activities associated with the clerical, financial and information functions of the Library Service.
4. Support marketing and communication across the library services throughout the academic cycle by collaborating closely with colleagues in marketing and elsewhere in the University to ensure the accuracy of information in publications and library information on the University website. 
5. Use the University’s Financial Information System e5 to monitor and reconcile budgets (income and expenditure), process requisitions, check financial claims, and maintain comprehensive records in line with university regulations and in preparation for institutional audits.
6. Assist with the management and purchase of resources and materials following the university’s procurement guidelines, using e5 and the purchase card, whilst maintaining appropriate records in line with university regulations.
7. Operate and regularly update SharePoint and/or other appropriate systems to record and disseminate information, and to provide clear pathways to allow staff to retrieve relevant information efficiently. 
8. Support the collection, analysis, and interpretation of internal data, e.g., KPI’s, identify and present data to enable understanding of issues, with the aid of appropriate software packages.
9. Plan, organise and prioritise own workload to achieve agreed objectives and assist staff in planning for future to meet specific targets.
10. Provide administrative support for the servicing of committees/working groups. 
11. Gain a thorough understanding of relevant university policies and regulations and maintain this knowledge to provide advice and guidance to other team members.
12. Review and monitor service objectives within own area of work and to work collaboratively with colleagues to deliver continuous service enhancement, development and improvement to systems and processes to ensure service quality and efficiency.
13. Manage the day-to-day resources within area of responsibility, in terms of information technology, physical and human resources, ensuring that health and safety standards and statutory requirements in the work environment are implemented, maintained, and monitored, implementing best practice, and managing risks relating to area of responsibility.
14. Ensure compliance with legal obligations to include health, safety, equality, diversity, inclusion and GDPR.
15. Any other duties appropriate to the grade and nature of the post. 
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	Selection Criteria
	Evaluation Method
	Supplementary Criteria

	
	Application
	Interview
	

	Educational and Professional Qualifications
	Essential
	ECDL or RSA/OCR Stage II/III (Parts 1 and 2) in Word Processing or equivalent Word Processing qualification.
	
	
	

	
	
	A good standard of numeracy and literacy either by qualification or work-related activities.
	
	
	



	Previous Experience/
Training
	Essential

	Experience of undertaking administrative activities within a busy office environment, including supporting a senior member of staff with their day-to-day activities, diary management, organising events and servicing meetings in a business/work environment including taking notes and making a personal contribution to the work/actions arising from committees/meetings.
	
	
	

	
	
	Experience of monitoring and reconciling budgets, processing requisitions, checking financial claims, income and expenditure and maintain comprehensive records in line with regulations and in preparation for institutional audits, to include working knowledge of a financial information system within an organisation, e.g., e5.
	
	
	

	
	
	Experience of extraction and input of data within management information systems/databases as well as drafting routine correspondence, papers, reports and spreadsheets and preparation and formatting of documents across different desktop and IT office applications. 
	
	
	

	
	Desirable
	Experience of supporting marketing and communication activities in a large organisation.
	
	
	




	
Job Related Achievements
	Essential
	Evidence of manipulating and analysing data to support decision making in a work context.
	
	
	

	
	
	Evidence of ability to set up and maintain business information systems.
	
	
	

	
	Desirable
	Experience of dealing with a range of external bodies and senior executives.
	
	
	



	Inter-Personal Skills
	Essential
	Excellent oral and written communication skills with ability to use appropriate tact and diplomacy.
	
	
	

	
	
	Articulate and confident manner with the ability to relate to and work in partnership with colleagues at all levels both internally and externally.
	
	
	

	
	
	Experience of working independently (without direct supervision) and evidence of ability to work as part of a team.
	
	
	

	
	Desirable
	Ability to problem solve and suggest improvements to enhance working practices.
	
	
	



	
Other Factors
	Essential
	Willing to travel between campuses as required.
	
	
	

	
	
	Able to work outside normal office hours on occasion to meet the demands of the role.
	
	
	

	
	
	Extensive working knowledge of MS Office to include Word, PowerPoint, Excel, Outlook, and Teams (or equivalent).
	
	
	

	
	Desirable
	Evidence of previous personal or professional development
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