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JE04605 - Senior Faculty/School Assistant or Senior Faculty/School Administrator *select one of these 2 possible approved job titles
JOB DESCRIPTION 

Faculty / School or Division: 		School/Faculty of 
Faculty/School or Division Address:   	XX

	Job Family:
	Professional & Administrative Services
	Grade:  
	G
	Salary range:
	

	Hours of work:
	
	Contract type:
	

	Work pattern:
	
	Vacancy Reference Number:



Main Job Purpose 

To provide flexible administrative support to a range of senior managers of the School/Faculty Office, who may be academic or professional services staff.

Standard Responsibilities 

1. Provide personal administrative assistance to one or more senior managers, including acting as a first point of call for enquiries, resolving queries where possible and undertaking complex diary management.
2. Facilitate the smooth running of the School/Faculty Office through appropriate staff presence, logistics and facilities, with guidance from the manager and delegating tasks to Administrator(s) where required.
3. Develop and manage processes relating to the School/Faculty Office efficiency and effectiveness and contribute to School/Faculty projects, taking delegated lead to implement.
4. Carry out desktop research, information-gathering, preparation and collation of documents, and basic analysis of information for senior management on a range of School/Faculty-wide initiatives and projects.
5. Develop, maintain and improve School/Faculty-wide information and communication systems including SharePoint sites and websites, liaising with central University and Faculty colleagues to ensure these are consistent, compliant and effective.
6. Prepare, edit and issue communications under the direction of and on behalf of senior management.
7. Create, develop and maintain information storage and retrieval systems, accurately handling confidential documentation in line with data protection requirements.
8. Support senior managers in the organisation of events such as away days, VIP visits, public lectures and seminars.
9. Service higher-level School/Faculty committees including drafting the schedule, monitoring and driving action registers.
10. Liaise, on behalf of the senior manager, with colleagues in central support and operational areas – such as Finance, IT, HR and Campus – to advance work, acquire information and action tasks.

1.2.1	Additional Responsibilities (may be applicable)
11. Make arrangements, with direction from management, to ensure the School/Faculty area has appropriate health and safety and HR co-ordinator roles in place.  This could include Fire Wardens, First Aiders, Departmental Safety Advisors, DSE Assessors, Absence Co-ordinators and Induction Co-ordinators.  (Likely to be undertaking one or more of these roles as necessary).
12. Provide day-to-day supervision, guidance and monitoring of workloads (with the support of the manager) for more junior staff such as Executive Assistant(s) and Research Administrator(s).

Relationships 

Line manager:  Senior Executive Assistant (SEA) / Executive Administration Manager (EAM) / Deputy School Manager / School Manager

Line manager to (where appropriate):  Administrative Assistant, Executive Assistant, Modern Apprentice, Research Administrator(s) (where appropriate)

Job Hazards and Pre-employment Checks

No DBS check or health screening required.


PERSON SPECIFICATION

Standard Skills, Knowledge & Experience Required 
	Criteria 
	Essential 
	Desirable 
	Assessed By A/I/T/O 

	Proven record of effective administration including diary management  
	Y 
	 
	A/I 

	Ability to manage data and information electronically through databases and spreadsheets 
	Y 
	 
	I/T 

	Experience of working in a busy, diverse and demanding office environment, able to prioritise and under pressure at times to produce accurate work to deadlines
	Y 
	 
	A/I/T 

	Experience of arranging and supporting events or projects
	Y
	
	A/I/T

	Ability to proactively solve problems, identify and implement improvements to administrative and operational processes 
	Y 
	 
	A/I 

	In-depth knowledge of relevant Microsoft software packages with all round digital literacy 
	Y 
	 
	A/T

	A level or vocational (NVQ 3-4, level 3-4 business apprenticeship) or equivalent qualifications plus some experience in relevant role, or significant work experience in relevant role
	Y 
	 
	A 

	Excellent communication – verbal and written - and customer service skills to work with a wide variety of professional backgrounds and of varying seniority 
	Y 
	 
	I 

	Experience of working in Higher Education or a related environment e.g. health service  
	 
	Y 
	A 

	Experience of University administration/information systems or processes
	 
	Y 
	A 



 Additional Skills, Knowledge & Experience (if applicable)

	Criteria
	Essential
	Desirable
	Assessed By A/I/T/O
	

	Ability to support and supervise more junior administrative colleagues 
	Y
	 
	 A/I
	 



A – Application Form
I – Interview
T – Test or Scenario
O – Other e.g. presentation, focus group
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