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Job Description

	Job title:

	Project Administrator


	Department/School:

	Local Health and Global Profits, Department for Health


	Grade:

	6

	Location:

	University of Bath premises




	Background and context


	
A Project Administrator post is available in the Local Health and Global Profits consortium. This grant is funded by UK Research and Innovation (UKRI) and is one of the four themes within Population Health Improvement. The role will be based within the Centre for 21st Century Public Health at the University of Bath

PHI UK: LOCAL HEALTH AND GLOBAL PROFITS 
Public Health Improvement UK: Local Health and Global Profits is an ambitious new research consortium that brings together local governments, researchers, and civil society groups to work with local populations to improve the health, wellbeing and equity of communities across England.  
 
They will do this by generating better understanding of the building blocks – including the commercial factors – that impact on communities’ health and use that knowledge to identify, implement and evaluate the population-level interventions most likely to improve health, wellbeing and equity at scale. 
 
This programme of work seeks to address the upstream and particularly the commercial determinants of health (CDoH), and drive improvements in population health and reductions in health inequity, through action at local government level.  
 
The overall aim of the programme of work is to take an integrated systems approach to i) identify potential actions (diverse forms of interventions) to address the upstream determinants of health and the facilitators and barriers to implementing these actions; ii) develop and implement resources and support systems, to better enable local authorities to implement these actions; and iii) take a comprehensive approach to assessing the health and economic impacts of these interventions and disseminate the selected interventions and supporting tools.  
 
CENTRE FOR 21ST CENTURY PUBLIC HEALTH AT THE UNIVERSITY OF BATH 
The Centre for 21st Century Public Health is a multi-disciplinary research Centre directed by Professor Gilmore and Professor Rutter and spanning the Departments for Health, Social and Policy Sciences, Economics, Psychology and Management. It includes the Local Health and Global Profits project and the Tobacco Control Research Group (TCRG). 
 
The Centre builds on the ground-breaking work of the Tobacco Control Research Group on the harmful products and practices of major corporations; and Bath’s novel approaches to research, policy and practice within complex systems to drive effective action on 21st century public health challenges. 

UNIVERSITY OF BATH
[bookmark: overview]The University of Bath is one of the UK's leading universities with an international reputation for research and teaching at the highest academic standards. It has a distinctive approach that emphasises the education of professional practitioners and the promotion of original inquiry and innovation in partnership with business, the professions, public services and the voluntary sector. The University of Bath ranks highly in the league tables of UK universities published by a number of national newspapers, including the Times, Independent and Guardian. 





	Job purpose


	The Administrator will have responsibility for providing administrative support to allow the smooth running of the Local Health and Global Profits Consortium, focussing on supporting the coordination of the project across the project partners. This role is based at the University of Bath.

The appointee will be required to develop strong working relationships with appropriate academic and professional staff from across the University and beyond, including engaging with staff at senior levels and external stakeholders. The role will also support a number of University-level and external committees, which are responsible for deciding the strategy and overseeing operations of the Consortium.

With the challenges and opportunities of maintaining the smooth running of a large multi-institute research consortium, it is essential that the appointee is proactive in solving problems, identifying additional service requirements or shortfalls, and independently using judgement and creativity to investigate and resolve any non-standard problems.





	Source and nature of management provided 


	You will be line managed by the Consortium Manager.




	Staff management responsibility


	n/a



	Special conditions 


	Willingness to travel to project meetings in the UK.  

The postholder must have no previous work for or with the tobacco industry or organisations or individuals financially linked to the tobacco industry. To avoid potential conflicts of interests and to ensure compliance with Article 5.3 of the Framework Convention on Tobacco Control, applicants are therefore asked to declare any current or previous occupational activity with any tobacco, e-cigarette, e-liquid or vaping company or those receiving financial contributions from these industries, whether gainful or not. 
 
In line with the Centre’s wider work, applicants are also asked to declare current or previous links (personal financial links, or links via close personal relationships) to the following industries: ultra-processed foods, fossil fuels, alcohol, gambling, cannabis, pharmaceuticals and medical technologies, chemicals, extractive (e.g. mineral and metal mining).



	Main duties and responsibilities 


	1
	Communications
· To liaise, communicate, and build strong working relationships with appropriate staff across the University. This role will require close teamwork with LHGP consortium staff, and engagement with staff at senior levels and external stakeholders.

· To take responsibility for providing an effective, responsive and friendly reception/enquiry service whether face-to-face, by phone or email and ensure the effective provision of a comprehensive and interactive source of information for all enquiries.

· To take responsibility for edits to the Consortium’s website and supporting the Communications Lead with significant website development.


	2
	Teamwork and Motivation
· To play an active role in the LHGP consortium, contributing specialist management knowledge to projects and team meetings, and being supportive and encouraging of other team members.


	3
	Financial and Project Management
· To be responsible for monitoring operating budgets to ensure that these remain on track to keep within budget at the financial year end.
· To take responsibility for the financial administration of accounts, using Agresso and liaising regularly with the Faculty and University Finance Offices.
· To initiate the production and distribution of management information in respect of the project’s finances.
· To ensure that expenses claimed in relation to any project activity are done so in accordance with the appropriate University policy.
· To set up and monitor consultancy contracts, using the appropriate University process and liaising with HR/Purchasing & Procurement.
· To provide financial data and other management information in respect of renewal or any other funding applications.
· To initiate the production and distribution of management information in respect of the project’s finances.

· To take assist the Consortium Manager in drafting financial monitoring and progress reports. 

· To provide expert guidance to and service the Strategic Management Group and sub-groups, involving communicating complex information, and working closely with the Consortium Manager in setting agendas, ensuring that these bodies are well briefed; that appropriate consultation takes place; all decisions are recorded and implemented, and that actions are carried out.

· To be proactive and collaborative in supporting the development of improved systems and processes, as well as identifying new opportunities for external engagement. 


	4
	Events coordination and social media
· To be responsible for event coordination, organising meetings, conference calls, webinars, training courses, diary management, etc.

· To support the development and implementation of the communications plan, with the Communications Lead.

· To proactively engage in continuing professional development to keep knowledge and skills up to date.


	
You will from time to time be required to undertake other duties of a similar nature as reasonably required by your line manager.  You are required to follow all University policies and procedures at all times and take account of University guidance.







Person Specification

	Criteria: Qualifications and Training
	Essential
	Desirable

	Education to degree level or equivalent 
	
	

	Postgraduate degree or professional qualification 
	
	



	Criteria: Experience and Knowledge
	Essential
	Desirable

	Significant experience of working in an administrative role
	
	

	Prior experience of working within Higher Education or demonstrable experience of working in a complex organisation with multiple stakeholders
	
	

	Experience of working in Public Health 
	
	

	Experience of working with academic staff
	
	

	Evidence of effective team working
	
	

	Evidence of engaging, mentoring and motivating others and building team morale
	
	

	Proven ability to work on own initiative
	
	

	Experience of developing and implementing systems and processes
	
	

	Advanced knowledge and application of standard IT packages and databases 
	
	

	Proficient user of university systems (Agresso, Wikis, Moodle)
	
	

	High level of literacy and ability to draft correspondence, reports, papers, briefing notes and service senior committees 
	
	

	Effective leadership and management skills, with experience of line management

	
	



	Criteria: Skills and Aptitudes
	Essential
	Desirable

	Highly developed interpersonal skills – able to communicate, present, advise, and facilitate effectively, confidently, and professionally at all levels including the most senior staff
	
	

	Proven strong written and oral communication skills including report writing and presentations
	
	

	Proven organisational skills
	
	

	Ability to be adaptable and flexible, with a willingness to learn new skills 
	
	

	Ability to generate new ideas and recommendations for change/improvement
	
	

	Effective negotiation skills, sensitive to knowing when to be assertive and when to be supportive
	
	

	Able to design, analyse and revise processes to deliver services in the most efficient way and meet changing requirements 
	
	

	Capacity to manage and prioritise a high workload, often working to tight deadlines  
	
	

	Competent, conscientious and motivated with a methodical approach to work
	
	





	Effective Behaviours Framework

The University has identified a set of effective behaviours which we value and have found to be consistent with high performance across the organisation. Part of the selection process for this post will be to assess whether candidates have demonstrably exhibited these behaviours previously. 


	Managing self and personal skills:
Willing and able to assess and apply own skills, abilities and experience.  Being aware of own behaviour and how it impacts on others.
  

	Delivering excellent service:
Providing the best quality service to all students and staff and to external customers e.g. clients, suppliers. Building genuine and open long-term relationships in order to drive up service standards.
  

	Finding innovative solutions:
Taking a holistic view and working enthusiastically and with creativity to analyse problems and develop innovative and workable solutions.  Identifying opportunities for innovation.
  

	Embracing change:
Adjusting to unfamiliar situations, demands and changing roles.  Seeing change as an opportunity and being receptive to new ideas.
 

	Using resources:
Making effective use of available resources including people, information, networks and budgets.  Being aware of the financial and commercial aspects of the University.


	Engaging with the big picture:
Seeing the work that you do in the context of the bigger picture e.g. in the context of what the University/other departments are striving to achieve and taking a long-term view.  Communicating vision clearly and enthusiastically to inspire and motivate others.
  

	Developing self and others:
Showing commitment to own development and supporting and encouraging others to develop their knowledge, skills and behaviours to enable them to reach their full potential for the wider benefit of the University.
  

	Working with people:
Working co-operatively with others in order to achieve objectives.  Demonstrating a commitment to diversity and applying a wider range of interpersonal skills. 
  

	Achieving results:
Planning and organising workloads to ensure that deadlines are met within resource constraints.  Consistently meeting objectives and success criteria.
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