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Job Description

	Job title:

	Centre and Institute Administrator

	Department/School:

	SAMBa CDT / Institute for Mathematical Innovation

	Grade:

	5

	Location:

	University of Bath premises



	Job purpose


	
We are seeking a proactive and flexible administrator to provide support for two distinct centres sitting within the Department of Mathematical Sciences: 
· the SAMBa Centre for Doctoral Training (SAMBa CDT)
· the Institute of Mathematical Innovation (IMI)

The role-holder will work closely with the SAMBa Centre Coordinator (Lou Adkin), the SAMBa Centre Manager (Lindsay Melling), and the IMI Operations Officer (Myla Watts), providing administrative support for SAMBa and IMI activities.  

You will ensure that SAMBa / IMI communications are smooth, effective, and clear.  As a key member of both teams, you will play a crucial role in overseeing the administration of programmes and activities. Your dedication to excellence will ensure that all aspects of your work are carried out to the highest standard, and be of clear benefit to our staff, colleagues, and stakeholders.

This role will be varied and will provide the opportunity to find out more about working in a Centre for Doctoral Training, and within a university Institute.  




	Source and nature of management provided 


	
IMI Operations Officer – Myla Watts




	Staff management responsibility


	
None




	Special conditions 


	
None





	Main duties and responsibilities 


	
The Centre and Institute Administrator role is the main point of contact for internal and external stakeholders for the CDT / IMI.  Working autonomously, whilst supporting both teams, you will be confident using a range of university systems and services, including but not limited to those relating to finance, travel, and IT.  


	
SAMBa Centre for Doctoral Training


	1
	Administrative support
· Acting as a friendly and welcoming point of contact for SAMBa students and staff, University staff, partners and visitors 
· Responding to enquiries in a professional and customer-focussed manner, signposting to relevant people and services as appropriate
· Providing support for the SAMBa Executive team as required, including organising meetings, arranging travel/accommodation, external visitors etc

	2
	Recruitment and admissions
· Providing support for PhD student recruitment and admissions activities e.g. logging and processing applications
· Co-ordinating the arrangements for student interview days 
· Supporting the planning and delivery of the welcome programme for new students 
· Providing support for the UG summer research placement scheme

	3
	Events and marketing
· Helping to organise and provide support for SAMBa events/meetings (internal and external to the University), including booking venue/rooms, arranging catering/meals, booking travel/accommodation, liaising with visitors/participants, and providing support before, during and after the event 
· Assisting with SAMBa promotional activities including creating marketing and informational materials, updating the SAMBa website and posting on social media channels

	4
	Financial administration
· Placing orders ensuring that funds are used appropriately, University policies and processes are followed, and appropriate guidance is given to students and staff  
· Monitoring the set up and spending of student Training Support Funds, answering questions from students as they arise  
· Proactively liaising with the Faculty Finance team and Studentships team to resolve queries and issues 




	
Institute for Mathematical Innovation


	5
	Institute operations
· Administration of internal grant programmes
· Organising visitor IT accounts and swipe access
· For new staff, setting up their IT accounts, purchasing computing equipment, organising desk space, library cards and swipe access, adding to mailing lists, etc
· Being the first point of contact for internal and external stakeholders
· Placing orders
· Web page maintenance (including writing news and events items)
· Managing Institute communications and social media accounts 
· Resolving problems using initiative


	6
	Meetings and events
· Organising meetings and events (including workshops, conferences, team meetings and away days)
· Ensuring actions from meetings are followed through
· Booking travel, accommodation, meeting rooms and catering
· Working with event organisers to manage planning and logistics 


	
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.
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Person Specification


	Criteria:  Qualifications and Training

	Essential
	Desirable

	Educated to degree level
	
	



	Criteria:  Knowledge and Experience

	Essential
	Desirable

	Significant experience in an administrative support role in a university or similar environment 
	
	

	Good working knowledge of standard IT packages/software and management information systems 
	
	

	Evidence of working effectively both independently and with others 
	
	

	Experience of developing content for digital channels (e.g. website, email, social media) 
	
	

	Experience in organising and servicing meetings 
	
	

	An interest in, or experience of, organising events
	
	



	Criteria: Skills and Aptitudes

	Essential
	Desirable

	Experience of effectively organising a busy workload, sometimes with conflicting priorities, to meet deadlines 
	
	

	Proven ability to work with close attention to detail and maintain accurate records 
	
	

	Adaptable and flexible, able to respond quickly and effectively to changing priorities 
	
	

	Ability to communicate professionally and effectively using email 
	
	

	Excellent interpersonal skills to communicate effectively with applicants, staff, students and contacts outside the University 
	
	

	Proven ability to apply practical knowledge and sound judgement to work tasks and decisions
	
	





	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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