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Job Description

	Job title:
	Executive Officer

	Department:
	Advancement Office

	Salary:
	Grade 7

	Responsible to:
	Associate Director, Advancement Services  

	Responsible for:
	PA to Director; Finance Officer

	Location:
	2 South, Claverton Campus/Working from Home




	Purpose of the job:

	
The Advancement Office is responsible for engaging alumni and supporters and raising philanthropic funds to support key University objectives.

The Executive Officer role will involve a combination of strategic planning, project delivery and business as usual activity. 

They will work across the Advancement Office to drive cohesive and collaborative working practices and oversee effective delivery of projects and plans, with personal management of some projects. They will monitor compliance (e.g. with University policy, UKGDPR, Charity Commission regulation) across projects and plans and support colleagues to effectively managing risk.

The Executive Officer will also work with hiring managers to deliver excellent end to end recruitment of new staff to the Advancement Office, and ensure new starters receive comprehensive inductions.

Governance is a key focus for the Executive Officer, who will support boards and committees linked to Advancement, leading meeting coordination, production of papers and ensuring board/committee terms are adhered to and board/committee members are effectively supported.





	Duties and Responsibilities:

	
Programme and project management
· Support SLT with annual planning, working with teams to develop detailed business plans for each area and monitoring delivery.
· Act as programme manager for Advancement projects and activity, working with project managers and key stakeholders to develop detailed plans and ensure projects are managed to budget and meet time and quality expectations. Ensure lessons learned are recorded and acted upon.
· Develop joined up working within the department; identify opportunities for cross team collaboration to maximise opportunities within projects and activity.
· Project manage specific and diverse projects (including IT projects) where required.
· Ensure effective risk management across projects and activity, escalating risks to Advancement SLT (ASLT) as appropriate.
· To manage various stakeholders (e.g. finance, legal) to support the requirements of complex projects.
· Deliver regular project and activity performance reporting in liaison with project managers.

Compliance
· Maintain thorough understanding of relevant compliance requirements including (but not limited to): UKGDPR, PECR, Fundraising Code of Practice, Charity Commission regulation, relevant institutional policies and practices. 
· Work with project and activity managers to ensure activity is compliant and risks are mitigated.
· Develop and adapt Advancement policies and processes; deliver training on application of policies where necessary.

Governance
· Prepare draft papers and reports for University Boards/Committees in accordance with the appropriate templates, policies and guidelines.
· Act as Secretary for key Advancement Boards and Committees.
· Act as single point of contact for Vice-Chancellor’s office.

Team management 
· Line manage the PA to the Director and the Finance Officer, with the potential for additional line management (either permanent or temporary) in response to the changing requirements of the team.
· Ensure direct reports are well supported to deliver on their objectives, with performance issues addressed in a timely manner.

HR and team support
· Maintain oversight of department recruitment and support hiring managers with the end-to-end recruitment process.
· Work with hiring managers to design and deliver a comprehensive induction for new starters.
· Oversee scheduling of the Advancement meetings framework. 
· Support coordination and briefing of external speakers at Advancement meetings and team events, where appropriate.
· Produce performance reports in accordance with the Advancement performance reporting schedule.
· Coordinate training and development for the Advancement team where required.
· Support with organising and delivering team away days and networking events.

Undertake additional ad hoc tasks and projects and/or provide wider support and guidance as deemed appropriate.  

Note:	This job description is not, and is not intended to be, a comprehensive description of the duties involved.






Person Specification

	Qualifications
	Essential
	Desirable

	Undergraduate degree or equivalent professional experience
	
	

	Project management qualification, e.g. APM, Prince2
	
	



	Experience and Knowledge
	Essential
	Desirable

	Knowledge of programme and project management tools and techniques and the ability to apply them to suit the environment. Experience managing simultaneous small-scale projects, including risk management
	
	

	In-depth understanding of UKGDPR
	
	

	Knowledge of charity/fundraising compliance requirements e.g. PECR, Code of Fundraising Practice, Charity Commission guidance and regulations
	
	

	Experience of working in the Higher Education sector and/or a charitable fundraising organisation
	
	

	Experience providing executive level governance support and guidance and working effectively with senior stakeholders
	
	

	Experience managing individuals and teams and coaching individuals to meet and exceed objectives
	
	




	Skills
	Essential
	Desirable

	Ability to work across a complex organisation at a senior level and manage multiple stakeholders
	
	

	Proven excellent organisational skills, including the ability to independently prioritise and manage a diverse workload and to meet deadlines
	
	

	Excellent project management skills, with the ability to adapt approach in accordance with the size and strategic importance of a project
	
	

	Excellent written and verbal communication skills including the ability to write concise papers, reports and presentations. Experience minuting board and committee meetings.
	
	

	Excellent interpersonal and influencing skills – able to engage professionally and effectively with people at all levels (including at the most senior) both within and outside the University
	
	

	Excellent IT skills, proficient in Microsoft Office and database software
	
	

	High standards of presentation and attention to detail and the ability to maintain accuracy while working under pressure
	
	

	Ability to work autonomously and as a member of the team
	
	




	Attributes
	Essential
	Desirable

	Proactive, professional and positive approach
	
	

	Ability to maintain confidentiality and act with tact and discretion when dealing with sensitive matters 
	
	

	Flexible approach to work and able to adapt to changing priorities
	
	

	Ability to present information in ways that help support, persuade and influence
	
	

	Ability and willingness to support colleagues 
	
	

	Capable of remaining calm and effective under pressure
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