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Job Description

	Job title:
	International Partnerships and Office Coordinator 

	Department/Faculty:
	International Relations Office

	Grade:
	5

	Location:
	Bath University campus



	Job purpose

	
The International Partnerships & Office Coordinator will provide comprehensive administrative and operational support to the three International Partnerships Managers and the wider International Relations Office. The postholder will contribute to the establishment of new partnerships, the maintenance of existing ones, and the coordination of activities linked to all aspects of partnership engagement. This will include managing initial partnership enquiries, coordinating on campus and overseas visits, and carrying out some initial due diligence checks for prospective partners. The role will also involve a range of administrative duties, including all aspects of supporting the smooth running of the International Relations Office. The postholder must be proactive and able to prioritise effectively to meet tight deadlines, be a good communicator with the ability to work independently.




	Source and nature of management provided 

	
The post-holder will be line managed by the International Partnerships Officer




	Staff management responsibility 

	
Supervision of casual staff as required




	Special conditions 

	
You will from time to time be required to undertake other duties of a similar nature as reasonably required by your line manager.  This will form part of your substantive role, and you will not receive additional payment for these activities.  

There may be a need to work one or two Saturdays per year to support the University’s Open Days or other events.




	Duties and Responsibilities: 

	1
	Support for the Office                                                                     
i. To act as a first point of contact and to provide a high level of customer service to a series of stakeholders, including academic and professional services staff, students, partner institutions, and external bodies. This includes maintaining a working knowledge of IRO workstreams and continuously reviewing all systems to be able to address and resolve enquiries via e-mail, phone, and in person. Assist the three International Partnerships Managers with activities including the collection of partnership-related data, the preparation of complex supporting documentation, and contracts.
ii. Coordination of incoming and outbound visits, including venue, catering and travel bookings, liaison with relevant colleagues from across the University and external stakeholders and contributing to the preparation of briefing documents.
iii. Taking responsibility for the administration of the IRO budgets using the University’s Agresso system, e.g. purchase order requests, journal transfers, end of year processing and processing of invoices.
iv. Assisting in the preparation and distribution of documentation for Boards and meetings and to take minutes of these meetings where appropriate
v. Support for inbound student inductions and open days, including coordination of portering, catering, and ordering merchandise.

	2
	Support for the Director of International Relations Office
                                                 
i. Provide administrative support to the Director of International Relations, including making travel arrangements, logistics and diary management.
ii. Deal with all forms of correspondence, including confidential documents, responding directly where appropriate by circulating, providing information or arranging meetings. To include the drafting of email and written responses. 
iii.  Support the Director of International Relations in the management and completion of various University processes to agreed deadlines. Take a proactive approach to maintaining and organising digital documentation effectively and implement a systematic approach and regular maintenance.
iv. Prepare draft documents and reports for the Director of International Relations Office, e.g. briefings and insights on global markets, liaising with colleagues across the University and at partner organisations as required.
vi. Provide support for several HR related procedures including assisting with recruitment associated activities.

	3
	i. Responsible for the coordination and regular updating the content of all office documentation, ensuring that health and safety information, and related materials remain current and accurate.
ii. Coordinate inductions for new staff, supporting line managers and ensure induction information is regularly updated to reflect on-going changes.

	4
	Additional Duties
i. Provide support for other events as required
ii. Maintain the departmental and central Forward Planning calendars taking into account other relevant activities 
iii. Update staff profiles, contact details and International Relations Office specific information on the web, including news items.  Coordinate and update content on digital signage devices where required
iv. Attend and participate in relevant training and meetings as necessary

	This is not intended as an exhaustive list of duties or a restrictive definition of the post but rather should be read as a guide to the main priorities and typical areas of activity of the post-holder. These activities are subject to change over time as priorities and requirements evolve and as such it may be amended at any time by the line manager following discussion with the post holder.
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Person Specification

	Criteria: Experience/Knowledge
	Essential
	Desirable

	Significant proven experience in an administrative support role or equivalent experience working in a busy office in an administrative role
	P
	

	Experience of working within the Higher Education sector
	
	P

	Good working knowledge of standard IT packages and databases including web-based management information systems and web authoring 
	P
	

	Skills in University specific software (including SITS, Business Objects, Moodle, Agresso)
	
	P

	Experience of maintaining clear and accurate records
	P
	

	Evidence of independent and effective team working
	P
	

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

	Evidence of working within specific frameworks e.g. Quality Assurance compliance
	
	P

	Experience of servicing/minuting meetings
	
	P



	Criteria: Skills
	Essential
	Desirable

	Excellent written and oral communication skills, with a high level of accuracy and attention to detail
	P
	

	Excellent interpersonal skills and communicates effectively with staff, students and members of the public. Ability to develop good working relationships.
	P
	

	Ability to coordinate resources other than oneself (arrange events)
	P
	

	Competent, conscientious and motivated with a methodical approach to work
	P
	

	Ability to be adaptable and flexible and to learn new skills quickly
	P
	



	Criteria: Academic Qualifications
	Essential
	Desirable

	Good level of general education; educated to A Level (or equivalent) or above 
	P
	

	Education to degree level or equivalent relevant professional experience
	
	P




	Effective Behaviours Framework (EBF)

To be most effective in this role the University has identified a set of effective behaviours.  These behaviours are valued as they are consistent with high performance across the organisation. This table identifies how the EBF applies to this specific role:


	Grade 5 Coordinator

	Area of Influence
	Within team

	Managing self and 
personal skills:
  
	· Able to give and receive feedback constructively
· Behaves professionally when faced with challenging situations 
· Demonstrates self-awareness
· Is self-starting and proactive

	Delivering excellent service:
  
	· Listens with empathy, questions, and clarifies to understand the needs of others
· Adjusts communication to meet the needs of stakeholders
· Uses feedback to drive improvements
· Takes responsibility for actions
· Keeps up to date with relevant information to provide accurate advice and resolve complex queries

	Finding innovative solutions:
  
	· Thinks creatively and implements solutions for complex problems
· Strives to continually improve own processes 
· Identifies gaps against best practice
· Draws on experiences of self and others
· Considers alternative options
· Shares learning and experiences with others

	Embracing change:
 
	· Successfully performs in varying environments
· Has a positive attitude towards change
· Demonstrates flexibility and adaptability
· Encourages experimentation and new ways of working
· Encourages others to initiate and embrace change through influencing and persuasion 

	Using resources:

	· Liaises outside of immediate work area to maximise use of resources within the University
· Promotes efficient and cost-effective working practices 
· Proactively plans and prepares for future events
· Establishes realistic milestones, reviews progress and adjusts accordingly
· Effectively manages time and coordinates priorities, tasks and resources to achieve work outcomes

	Engaging with the big picture:
  
	· Understands links between individual, team and University objectives/strategies 
· Proactively builds networks with colleagues in different areas
· Understands different perspectives and ways of working
· Understands the context within which the team is operating

	Developing self and others:
  
	· Shows commitment to own development and learning
· Engages with training activities 
· Recognises others’ contribution to the achievement of objectives
· Uses delegation as an opportunity to develop others 

	Working with people:
  
	· Acts fairly and respectfully towards others
· Demonstrates honesty and integrity
· Fosters a collaborative team-working environment
· Has a comprehensive understanding of boundaries between the responsibilities of different roles

	Achieving results:
  
	· Takes personal responsibility for getting things done
· Works effectively to meet deadlines
· [bookmark: _Int_IaxEJTVB]Monitors progress and provides regular updates 
· Maintains a high standard of work even when under pressure
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