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Job Description

	Job title:
	Department Coordinator 

	Department
	Research and Impact Services (RIS)

	Salary:
	Grade 5

	Responsible to:
	Executive Officer

	Responsible for:
	n/a

	Location:
	East Building 



	Purpose of the job:

	
The post holder, working closely with the Executive Officer, will be primarily responsible for providing administrative and financial support to RIS across a wide range of activities.  This is a busy, varied role, and the post holder must be able to prioritise effectively and work to deadlines on their own initiative. 




	Key attributes:

	
Organisational expertise.
Customer focussed approach.
Team player.
Innovative and adaptable.




	Duties and Responsibilities:

	
Support for the Department 

· Provide a responsive, professional and customer focussed central point of contact for all stakeholders. Project an efficient and professional image when responding to all forms of enquiries (telephone, emails, personal) and in receiving and welcoming internal and external visitors.

· Support department meetings by identifying dates, booking rooms, circulating agendas and papers, taking and distributing accurate notes/action lists and following up actions as required.

· Take a proactive approach to developing and maintaining administrative systems including paper and electronic files, to ensure the smooth running of the office.  Liaise with internal departments, service providers and support units, e.g. for catering requests, room bookings, managed print services, Security and Campus Services

· Maintain adequate stocks of stationery and office supplies.  Ensure the department’s Asset Registers are kept up to date and office equipment is maintained to an appropriate standard. 

· Provide administrative support to other members of the team as required, e.g. assisting with the organisation of departmental away days. 

Financial responsibilities

· All financial administration for the Department, including the processing of purchase orders and invoices and support for monthly and year end reporting.
· Responsibility for the Departmental Purchasing Card, processing all purchases and keeping a comprehensive record of spend for audit.
· Management of the Department’s subscriptions and memberships.
· Management of the EE Account and maintaining an up-to-date mobile and asset register for the Department.

HR-related responsibilities

· Provide support for HR related procedures including appointment of hourly paid (casual) workers, checking Right to Work documentation and coordinating time sheets.

· In conjunction with Executive Officer, support the induction programmes for new staff and assist with training and supervising new and/or temporary staff in University procedures & processes.  

· Maintain the department’s directories including the Person Finder page through Access Manager, temporary staff and visitor accounts, plus department email lists and Teams membership.  

· Assist with the maintenance of the Department Organogram and Team staffing lists

· Assist staff with booking conferences and training courses, including travel and accommodation requirements, as requested.  

Support for the Director of RIS

· Provide administrative support to the Director of RIS and members of the Department’s management team as required.  Support required includes, but is not limited to: 
· Proactive diary management for the Director
· Arranging internal and external meetings for the Director 
· Management of mail, including e-mail, for the Director  
· Responding to incoming and outgoing enquiries and correspondence

Additional requirements 

· Participating in any training courses which are relevant to the duties of the post and/or the needs of the post holder as agreed through the SDPR process.

· Participating in the Operations Group, providing support and expertise to group activities and decision making.

· Undertaking additional ad hoc tasks and projects and/or provide wider administrative support as deemed appropriate.  





Person Specification

	
	Essential
	Desirable
	Assessed by

	Qualifications
	
	
	A
	I
	T

	Degree or equivalent
	
	X
	X
	
	

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

	Experience and Knowledge
	
	
	

	Experience of providing administrative support at a senior level, including diary management
	
	X

	X
	
	

	Experience of providing administrative support for meetings, including taking accurate notes 
	
	X

	X
	
	X

	Experience of financial management and budget monitoring 
	
	X
	X
	
	X

	Experience of working in an administrative role in the HE sector or charitable organisation
	
	X
	X
	X
	

	Skills
	
	
	

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

	Proven experience of providing administrative support across a busy department of office.
	X

	
	X

	X

	

	Excellent written and verbal communication skills including both correspondence and formal minutes
	X
	
	X
	X
	X

	Excellent IT skills, proficient in Microsoft Office and database software
	X
	
	X
	
	X

	Ability to engage professionally and effectively with people at all levels both within and outside the University 
	X
	
	X
	X
	

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

	Ability to work autonomously and as a member of the team
	X
	
	X
	
	X

	Ability to learn and engage with new processes
	X
	
	X
	X
	

	Attributes
	
	
	

	Proactive and positive approach
	X
	
	
	X
	

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

	Flexible approach to work and willingness to be flexible over working hours when required
	X
	
	X
	X
	

	Ability and willingness to support colleagues 
	X
	
	X
	
	

	Capable of remaining calm and effective under pressure
	X
	
	X
	X
	





	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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