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Job Description

	Job title:
	Executive Assistant  

	Department/Faculty:
	Department of Health

	Grade:
	5

	Location:
	University of Bath campus, with some hybrid working 



	Background and context


	An Executive Assistant post is available in the Centre for 21st Century Public Health at the University of Bath. This role will support the Local Health and Global Profits consortium grant funded by UK Research and Innovation (UKRI) and the Tobacco Research Control Group (TCRG), funded by Bloomberg Philanthropies. The role will be based within the Centre for 21st Century Public Health at the University of Bath.

[bookmark: OLE_LINK2]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.

The Centre for 21st Century Public Health’s (C21PH) is a globally leading centre for public health research, working closely with civil society and policymakers to improve human health and the natural systems on which it depends at local, national and international level.  

We conduct policy-relevant research to identify cost-effective population level interventions to address the structural drivers of ill health, inequity and environmental degradation.   

PHI UK: LOCAL HEALTH AND GLOBAL PROFITS 
Public Health Improvement UK: Local Health and Global Profits is an ambitious 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.  
 
TOBACCO CONTROL RESEARCH AT THE UNIVERSITY OF BATH
The Tobacco Control Research Group, one of the University of Bath’s leading research groups, is a multi-disciplinary group directed by Drs Rob Branston and Allen Gallagher. Globally recognised for its research on the tobacco industry and the commercial determinants of health, it is a dynamic, multidisciplinary, award-winning research group. 

Senior and early career staff alike have received awards for their research and its impacts on policy including from WHO and the Public Health Advocacy Institute. The group is committed to ensuring its work is relevant to policy and practice and has secured impacts from national to global level.  

In 2012, the TCRG established an innovative knowledge exchange platform, www.TobaccoTactics.org which now attracts up to 60,000 page hits per day with users drawn from across the world including politicians, civil servants, journalists and activists.

Since 2018, the TCRG has been the research partner in STOP, a global tobacco industry watchdog funded by Bloomberg Philanthropies and is now a key part of the Centre for 21st Century Public Health, a new Research Centre addressing the unique public health challenges of the 21st century through ground-breaking and highly impactful research focused on health and sustainability. The Centre produces research on the commercial, political, economic and social determinants of health, engaging with the complexity of both the challenges and the responses to them. It is committed to delivering highly relevant impactful research

UNIVERSITY OF BATH 
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 ranks highly in the league tables of UK universities published by a number of national newspapers, including the Times, Independent and Guardian.  
 
The University's buildings are set in an attractive campus about a mile from the centre of Bath. It is a friendly campus with strong student services and good social opportunities. Its sports facilities are first-class, its Sports Training Village, used more than half a million times a year by Olympic athletes and the public alike, was completed in 2004 at a cost of £35 million. 

Bath, a World Heritage City, is a spectacularly beautiful city which stands on the River Avon among the hills of England’s West Country. It is renowned for its striking architecture and Roman Baths and is surrounded by beautiful countryside.  




	Job purpose

	To provide effective executive support for Local Health and Global Profits (LHGP) and  Tobacco Control Research Group (TCRG) both part of the Centre for 21st Century Public Health.  This is a busy role, which involves dealing with a wide range of matters, sometimes of a confidential nature and may include interaction with high profile internal and external stakeholders.  The postholder must be accurate with attention to detail, be able to prioritise effectively and work to tight deadlines on his/her own initiative, and to learn new systems and procedures rapidly.



	Source and nature of management provided 
LHGP Operations Officer, with regular meetings with the LHGP Consortium Manager and TCRG Operations Manager. 



	Staff management responsibility 

	None



	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. 

Willingness to travel to regular project meetings in the UK. Some occasional overnight stays may be required.

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 FCTC, 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 any links to or work for other unhealthy commodity industries notably ultraprocessed foods, fossil fuels, alcohol and gambling industries.
 



	Duties and Responsibilities: 

	1
	Support for Directors of Centre for 21st Century Public Health   
                                                 
i. Provide executive support to the Director of LHGP including diary management, acting as a gatekeeper, and organiser who plans ahead. Prioritise high value work, spacing meetings realistically, building prep time, triaging or pushing pack requests that don’t align with priorities for the Director, flag urgent requests, draft replies, archiving and escalating essential emails to the Director. Managing diary changes when the Director is away, to ensure meetings are cancelled/ rebooked. 

ii. In addition, providing diary management support to the full C21PH Senior Management team (Co-Directors, Director of Research, Director of Operations.)

iii. To provide detailed travel bookings, protocols and agendas for the two C21PH Co-Directors, Director of Research and Director of Operations for a busy international schedule of meetings and events. Produce comprehensive travel schedules with door-to-door travel arrangements and full protocol briefings. 

iv. To ensure the Directors have full briefings for meetings they attend – eg minutes and papers attached to the meeting diary booking. Any actions for meetings to be highlighted to Directors in a timely way. 

v. Provide support with PowerPoint presentation creation, formatting or design for the two C21PH Co-Directors, Director of Research and Director of Operations. To include preparing slides for presentations, formatting slides, editing and sending biographies, photos and abstracts, and presentations for required speaking events. 
vi. Dealing with all forms of correspondence, including confidential documents, responding directly where appropriate by circulating or providing information. 
vii. Support accurate records and files including logging of research outputs and impact for the Director/Deputy Directors of LHGP and Directors of Centre for 21st Century Public Health, including Pure, in various formats to allow accurate reporting to the project funders, and the University of Bath.
viii. Providing support for referencing academic research, including appropriate use of referencing software with appropriate training.  

ix. To update the CV for the LHGP Director, including correct formatting, refences an conferences submissions, following training. 


	2
	Research Project support for LHGP, TCRG and Centre for 21st Century Public Health 
i. To support provision of an effective, responsive and friendly reception/enquiry service whether face-to-face, by phone or email and ensure the provision of a comprehensive and accurate source of information for all enquiries about LHGP, TCRG and C21PH. 
ii. Provide operational support, under the supervision of the LHGP Operations Officer, for Strategic Management Group, Work Package Coordination, Conflicts of Interest Working Group and Impact Working Group in LHGP. Setting meeting dates, producing agendas with the support of the Consortium Manager, and effective minuting of meetings. Cascading of minutes in timely way following meetings.
iii. Providing cover for other administration / operations staff in the Centre for 21st Century Public Health as part of a team cover system.


	3
	Financial support
i. To assist in the financial administration of accounts, using Agresso and liaising regularly with the Faculty and University Finance Offices.
ii. [bookmark: OLE_LINK6]To support the LHGP Project Officer and TCRG Operations Manager in the processing of expenses efficiently, ensuring that expenses in relation to any project activity are done so in accordance with the appropriate University policy.
iii. To support Directors in their expense claims, logging expenses, and uploading of receipts. 
iv. To assist with procurement by raising requisitions through the University Finance System Agresso, ensuring suppliers are added to Agresso for activity in the Centre for 21st Century Public Health


	4
	Communications 
I. Support the production, updating, maintenance and distribution of communication materials (developing presentation slides, social updates, e-campaigns, website updates) for research projects in C21PH under the supervision of relevant senior staff. 
II. Ensure C21PH and its research projects are well presented and branded correctly. 
III. Update C21PH staff web profiles, contact details and project details on appropriate channels as requested by senior staff. 

	5
	Additional Duties
i. Manage the schedule/logistics for meetings, including room bookings, organising catering and audio-visual requirements for C21PH research project meetings.
ii. Provide support for office management across the C21PH team.
a. Including liaison with IT
b. Interacting with estates management staff for maintenance and improvement 
c. Ordering office and stationery supplies 
d. Be the first point of contact for visitors to the office on Bath campus. 
iii. Manage security access passes to the C21PH office working with security to ensure effective office security measures.
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

	Proven experience in a research support role or equivalent experience working in a busy office in an executive or administrative role
	P
	

	Experience of support senior staff members in an Executive function
	
	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
	

	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 in order to communicate 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 Executive Assistant

	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 in order to understand the needs of others
· Tailors communication to meet the needs of stakeholders
· Uses feedback to drive improvements
· Takes responsibility for actions
· Keeps up-to-date with relevant information in order 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 in order to meet deadlines
· Monitors progress and provides regular updates 
· Maintains a high standard of work even when under pressure
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