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Job Description

	Job title:

	Operations Officer


	Department/School:

	Centre for 21st Century Public Health, Department for Health

	Grade:

	6

	Location:

	University of Bath campus



	Background and context


	An Operations Officer post is available in the Centre for 21st Century Public Health (C21PH) at the University of Bath. The appointee will be joining a friendly and dynamic team of multidisciplinary researchers working at the cutting edge of public health 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 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.  

[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.   


Special Conditions 
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.





	Job purpose


	To provide operational support for the growth and development of the Centre for 21st Century Public Health at the University of Bath by:
· Developing strong working relationships and networks with appropriate academic and professional staff from across the University and beyond, including engaging with staff at senior levels and external stakeholders.
· Contributing to cross-University committees and networks, ensuring that relevant developments, decisions and priorities are reflected in the Centre's operational activities and processes 
· Responsible for coordinating and managing meetings on behalf of the Centre.  
· Management and delivery of seminars, workshops and public lecture events.
· Supporting the creation and delivery of communications for the Centre, including web content creation, newsletter distribution, social media assets and Centre Blog.
· Responsible for the collation and accurate recording of stakeholders and impact for the Centre. 
· Responsible for supporting the financial processes for the Centre. 

It is essential that the appointee is proactive in solving problems, identifying additional service requirements or shortfalls, and independently using judgement and creativity to investigate and resolve any non-standard problems.



	Source and nature of management provided 


	The Director of Operations for the Centre for 21st Century Public Health at Bath.



	Staff management responsibility


	n/a



	Special conditions 


	Willingness to travel to occasional project meetings in the UK. 

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.
  



	Main duties and responsibilities 


	1
	Communications
· To act as the first communications point of contact for the Centre, for online enquiries, and to ensure the effective provision of a comprehensive and interactive source of information for all enquiries via email or social media. 
· To be responsible for managing the Centre’s website, and production of Centre communications such as social media assests and channels, Blog, and newsletter. To work with colleagues in the Centre on the strategic and intergrated production of all communictaions assests. 
· To support the collation of stakeholder records for targeted Centre communications and to support individual research projects, such as researching new, relevant, policy stakeholders. 
· To support the production of presentations or reports for Centre senior staff.
· To lead on appropriate branding across the Centre, and that we transition to the new University brand.  



	2
	Operations 
· To play an active role in the Centre team, contributing to group projects and team meetings, and being supportive and encouraging of other team members.
· To establish and then manage the Centre’s contacts database ensuring records are up to date and accurate. 
· To support the roll out of our policy engagement, research, operations and communictaions strategies.
· Supporting visitors to the Centre working with Centre colleagues on delivery. 
· To manage the impact records for the Centre. 
· To support the production of strategic documents such as Annual Reports or Annual Reviews. 
· To proactively engage in continuing professional development to keep knowledge and skills up to date.


	3
	Financial and Project Management
· To ensure that expenses claimed in relation to any Centre activity are done so in accordance with the appropriate University policy.
· To complete any Centre procurement activity ensuring compliance with University process and liaising with /Purchasing & Procurement.
· To ensure regular budget tracking and updates to senior management team. 
· To support the delivery of the end of year finances. 

	4
	Events coordination 
· To be responsible for event coordination working with colleagues across the Centre and externally, organising meetings, conference calls, webinars, training courses, seminars and public lectures. 
· To oversee the delivery of the Centre’s public lecture series from cooridintiona to marketing to managing at events. 
· To ensure all events are delivered to a high standard. 


	
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

	√
	

	Masters degree in relevant area
	
	√



	Criteria:  Knowledge and Experience

	Essential
	Desirable

	Significant experience of working in an operational role
	√
	

	Prior experience of working within Higher Education or demonstrable experience of working in a complex organisation with multiple stakeholders
	
√
	

	Experience of working in Public Health, particularly in a university setting or at local government level in the UK
	
	√

	Experience of working with academic staff and supporting complex projects
	
	√

	Experience of organising a busy workload, assessing priorities with minimum supervision and initiating actions
	√
	

	Evidence of effective relationship building across organisations, disciplines, and professions
	√
	

	Experience of producing reports and analysing data
	√
	

	Experience monitoring financial budgets
	√
	

	Advanced knowledge and application of standard IT packages and databases
	√
	

	Knowledge of general University regulations and processes across different sectors of campus 

	
	√

	High level of literacy and ability to draft correspondence, reports, papers, briefing notes and service senior committees
	√
	

	Familiarity in website design or content management
	√
	



	Criteria: Skills and Aptitudes

	Essential
	Desirable

	Excellent verbal and written communication skills, including presenting findings and ideas to groups of people
	√
	

	Ability to quickly learn and use University systems relating to finance, travel, human resources, and IT systems (for example Agresso, Stonefish, Clarity, PURE)
	√
	

	Ability to generate new ideas and recommendations for change/improvement
	
√
	

	Excellent inter-personal skills, the ability to work with a wide range of people and in a close-knit team working to deadlines.
	√
	

	Capacity to manage and prioritise a high workload, often working to tight deadlines
	√
	

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




	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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