	University of St Andrews

School of Philosophical, Anthropological and Film Studies
Senior Research Administrator – CG6640NB
Further Particulars for Applicants 




	School of Philosophical, Anthropological and Film Studies



The School of Philosophical, Anthropological and Film Studies is a vibrant but complex School comprising of the Departments of Philosophy, Social Anthropology and Film Studies. St Andrews is one of the leading international centres for philosophy in Britain ranking 1st in the UK (Complete University Guide 2021) and in the latest UK-wide assessment of the research of UK universities (REF 2014) 1st in Scotland and 5th in the UK. Social Anthropology at St Andrews is internationally renowned for its innovative teaching and cutting-edge research, recently ranking 3rd in the UK (Guardian University Guide 2021). The Department of Film Studies claimed the top spot for its discipline in the Guardian University Guide 2021 and scored 100% for student satisfaction in 2019. The departments are famed for their outstanding results and friendly student focused atmosphere. 
Further information about the School of Philosophical, Anthropological and Film Studies can be found at https://www.st-andrews.ac.uk/philosophical-anthropological-film-studies/.

COST Project
In response to the recent waves of populism, actors as diverse as environmentalists, human rights activists, and curators have been confronting and creatively deploying the legacies of the 20th century. This shows no sign of abating in a Europe marked by rapid technological, environmental and socio-economic changes. This COST Project Action gathers a critical mass of scholars and practitioners at a crucial juncture of the European project. Focusing on the conceptual, methodological and ethical challenge of how traces of the past are used academically, politically, and professionally in the present, TRACTS develops a comprehensive research coordination and training program, including experimental knowledge production and training for future research leaders. TRACTS will host symposia, workshops, and research meetings to provide a platform for collaboration and exchange to advance the state of the art in different fields.  
Further information on COST initiatives can be found at https://www.cost.eu/. 
	Job Description




	Job Title: Senior Research Administrator 
(Research Support)
School/Unit: School of Philosophical, Anthropological and Film Studies 
Reporting to: Research Team Coordinator  
Job Family: Managerial, Specialist & Administrative
Fixed Term: 4 years 


	Working Hours: Full time / 36.25 hours per week
Grade/Salary Range: Grade 4 / £23,487 - £27,116 per annum
Reference No: CG6640NB
Start Date: As soon as possible



	Main Purpose of Role


This post is for a fixed term period as it is dependent on external funding. As such the need for the post will cease to exist when the funding runs out.

Working closely with the Directors of Research, Directors of Impact and Principal Investigators, the post holder will provide pro-active and professional administrative support to ensure the smooth operation of research administration across the School of Philosophical, Anthropological and Film Studies.
The post will also be responsible the COST Project two days a week which is an interdisciplinary research network that brings researchers and innovators together.  Liaising with partners across Europe the role will provide support for the delivery of multiple events, financial management and general administration for the grant.
Exceptional organisational, numerical, administrative and communication skills are essential for this post.  You will be a strong team player who is able to plan, organise and prioritise workload in a busy and fast-paced environment.  In fulfilling the role, you will be expected to proactively liaise with staff across the School of Philosophical, Anthropological and Film Studies, as well as other Schools and Units.

The post holder reports to the Research Team Coordinator and will be expected to be supportive of change, adopting a flexible and cooperative approach to improvements to operations and the provision of administrative support in the School and to the COST grant.
	Key Duties and Responsibilities


Research Grants:
· Provide research finance management for the School.  This includes administering, analysing and reviewing research grant accounts, processing claim forms, handling invoices, fee payments etc.

· Provide advice on research grant application process, assisting with applications where required.

· Liaise with other offices such as Finance Advise and Support (FAS), Research Business Development and Contracts, Finance, Human Resources etc.

· Deal with post award administration – e.g. ensuring all arrangements are made surrounding meetings and events, arrangements for external visitors and speakers.
· Manage the induction and supervision of externally-funded administrative staff as and when required.

· Provide induction to research-related staff (e.g. postdoctoral research fellows).

COST Grant Administration:

· Manage all aspects of the COST grant administration including:

· Coordination and delivery of events across Europe.

· Maintaining accurate records of activities on the e-COST online system.

· Undertaking minutes and support for meetings, the Principal Investigator and management committee.

· Providing financial updates and guidance to the management team as required.

· Verifying and controlling travel reimbursements across the network.

· Processing and recording of financial activity within e-COST.

· Verifying and controlling the financial reports and ensuring all expenses are paid in compliance with the COST regulations and within the St Andrews financial framework.

· Support outreach and publish engagement activities as required.

Research Ethics:
· First point of contact within the School for staff and Undergraduate and Postgraduate students for ethics related queries.

· Provide proactive support to the Ethics Committee Convenor and the School Ethics Committee including receiving applications and checking that all the necessary documentation has been completed and submitted, arranging monthly meetings, minute taking, preparing and circulating meeting agendas and papers, communication of feedback to applicants. 

· Provide advice and support to applicants (staff and students) on the ethical application process/requirements and liaising between applicants, the School Ethics Committee and the University Teaching and Research Ethics Committee.

· Stay up to date with university policies/procedures relating to ethics and undertaking university ethics training courses as required.

· Liaise with Environmental Health and Safety Services regarding e.g. risk assessments and insurance.
Research Events:

· Ensure the smooth organisation and running of in-person and virtual events across the School (conferences, workshops, research seminars, policy-focussed events, exhibitions, competitions etc.), including:

· Provide support and advice to the event organiser regarding the various operational and logistical planning aspects to do with hosting an event, e.g. determining costs, registration fees and honorariums.

· Arrange travel, accommodation and gifts for speakers.
· Assist with events publicity and promotion – posters and programme, emailing, website and social media content. 

· Liaise with staff and students across the University as well as units and offices such as Museums and Collections, Accommodation, Conferences & Events, Finance, Catering services, Corporate Communications, Media Services and Print & Design.

Other Research Support
· Provide administrative support and advice to the Directors of Research and Impact Officers across the School and in relation to REF.

· Support the Impact Officers in delivering impact events and collating data for case studies e.g. monitoring budgets and providing advice as required, events organisation, exhibitions and website updates.

· Support the review and updating of School Research Policy in line with University Policy. 

· Monitor research budgets, including the research travel fund and grants, providing updates on balances, funder returns, processing orders, invoices, claims and fee payments, reconciling accounts.

· Provide administrative support for research leave and internship support schemes through collating requests and communicating approvals.

· Support research away days, research drop-in sessions and impact events for the School. 
General Duties
· Provide secretarial support to School and Departmental Committees as required, including, supervising the preparation and submission of committee/meeting documentation, preparing agendas, booking rooms, taking minutes, disseminating decisions and following up actions. 
· Manage generic email accounts ensuring timely responses sent, acting on or referring issues as appropriate.

· Provide reception and mail duties as required, being the first point of contact for visitors, students and academics.

· Administer building and estates requests, ensuring all work is carried out as planned.

· Provide cover for other PS colleagues across the School during periods of holiday and/or sick leave.
· Lead continuous improvement activities related to the processes described above.

· Undertake any other duties as assigned by the School Manager.
Special Requirements: 


There may be some occasions where role holder is required to work additional hours e.g. during examination diets.
You may be required to work within other teams within the School as needed.
Please note that this job description is not exhaustive, and the role holder may be required to undertake other duties at the discretion of the School Manager and in alignment with the grading of the post.  Activities may be subject to amendment over time as the role develops and/or priorities and requirements evolve
	Person Specification 


This section details the attributes e.g. skills, knowledge/qualifications and competencies which are required in order to undertake the full remit of this post.  

	Attributes 
	Essential
	Desirable 
	Means of Assessment

(i.e. application form, interview, test, presentation etc)



	Education & Qualifications 

(technical, professional, academic qualifications and training required) 
	2 A Level/5 Highers or equivalent, with demonstrated numeracy and English written proficiency


	
	Certificate brought to interview; relevant employment evidence

	Relevant Experience
(examples of specific experience and knowledge sought) 


	Significant and recent administration experience

Experience of working successfully in a busy office

Experience of working with staff at all levels

Experience of working in a customer focused environment

Experience of finance administration

Experience in standardising processes and ensuring consistent practice across an organisation


	Experience of working in an administration role in Higher Education or within a large, decentralised organisation

Experience of communications/

publications 

Understanding of the REF process and University Research Environment 


	Application/ Interview

Application/ Interview

Application/ Interview

Application/ Interview

Application/ Interview

Application/ Interview



	Knowledge, Skills & Abilities
(e.g. effective communication skills, initiative, flexibility, leadership etc)   


	Highly competent in using Microsoft Office applications, including Excel

Proficient in use of email

Excellent communication skills (both written and spoken English) 

Strong customer focus and well-developed interpersonal skills

Proven and demonstrated excellent time management and organisational skills: with the ability to priorities to tight deadlines 

	Ability to use and create Pivot tables and advanced formulae in Excel

Experience of working with finance systems (such as Aptos)

Experience of using University systems (such as SITs, Syllabus +, MMS)
Problem solving and creative thinking skills

Experience of maintenance of webpages in T4 or WordPress
	Application/ Interview/ Test

Application/ Interview

Application/ Interview/ Test

Application/ Interview

Application/ Interview/ Test



	Attitudes
	Able to work effectively and comfortably as part of a team and independently, taking the lead when required
Ability to remain calm under pressure and self-motivated

The ability to remain discrete and retain confidentiality
Capacity and willingness to adapt to change and innovation and acquire new areas of competence as required


	
	


Essential Criteria – requirements without which a candidate would not be able to undertake the full remit of the role.  Applicants who have not clearly demonstrated in their application that they possess the essential requirements will normally be rejected at the short-listing stage. 

Desirable Criteria – requirements which would be useful for the candidate to hold.  When short listing, these criteria will be considered when more than one applicant meets the essential requirements.  

	Other Information  


We encourage applicants to apply online at www.vacancies.st-andrews.ac.uk/welcome.aspx, however if you are unable to do this, please call +44 (0)1334 462571 for a paper application form.  

For all applications, please quote ref: CG6640NB
Equality, diversity and inclusion are at the heart of the St Andrews experience.  We strive to create a fair and inclusive culture demonstrated through our commitment to diversity awards (Athena Swan, Carer Positive, LGBT Charter, Race Charters and Stonewall). We celebrate diversity by promoting profiles of BAME, LGBTIQ+ staff and supporting networks including the Staff BAME Network; Staff with Disabilities Network; Staff LGBTIQ+ Network; and the Staff Parents & Carers Network.  Full details available online: https://www.st-andrews.ac.uk/hr/edi/
The University of St Andrews is a charity registered in Scotland (No SC013532).
	Obligations as an Employee   


You have a duty to carry out your work in a safe manner in order not to endanger yourself or anyone else by your acts or omissions.   

You are required to comply with the University health and safety policy as it relates to your work activities, and to take appropriate action in case of an emergency.
You are required to undertake the Information Security Essentials computer-based training course and adhere to its principles alongside related University Policy and Regulations.
You are responsible for applying the University’s equality and diversity policies and principles in your own area of responsibility and in your general conduct.

You have a responsibility to promote high levels of customer care within your own area of work/activities.

You should be adaptable to change, and be willing to acquire new skills and knowledge as applicable to the needs of the role.  

You may, with reasonable notice, be required to work within other Schools/Units within the University of St Andrews.

You have the responsibility to engage with the University’s environmental sustainability strategy, committing the University to reach net-zero by 2035. 

You are required to engage with the technology, systems and communication channels necessary for you to undertake your work and must update your personal details via HR Self Service whenever there is a change. 

Employees with staff management responsibilities must familiarize themselves with appropriate policies. 
	Who Are We? St Andrews At a Glance   


The third oldest university in the English-speaking world
Ranked top UK university in the Times and Sunday Times Good University Guide 2022 
Twice named University of the Year
Consistently ranked one of the UK’s top five universities and top in Scotland in the Complete University Guide
Top in the UK for student satisfaction
Research-intensive – ranked 14th in UK Research Excellence Framework
Athena SWAN Bronze Award holder
Strategy founded on ambition to be World-Leading, Diverse, Global, Entrepreneurial and Socially Responsible.

Over 9000 students and 3000 staff

Highly international – over 45% of students and staff are from outwith the UK

A non-campus university, closely integrated with the ancient town of St Andrews

Top quality sports, music and nursery facilities for staff and students 

Committed to sustainability and aiming for Net Zero by 2035
	The University & Town 




Founded in the early 15th century, St Andrews is Scotland’s first university and one of the oldest in the world. 

Situated on the east coast of Scotland and framed by countryside, beaches and cliffs, the town of St Andrews was once the centre of the nation’s political and religious life. Today, it’s a vibrant academic town with a distinctively cosmopolitan feel where students and university staff account for more than half of the local population.

The University of St Andrews is a diverse and international community of almost 12,000 students and staff, typically of more than 140 nationalities. It has over 9000 students, just over 7000 of them undergraduates, and employs approximately 3000 staff - made up of c1350 in the academic job families and c1650 in the non-academic job families.

Under the leadership of current Principal Professor Sally Mapstone, the University’s Strategy (2018-23) is to broaden its global influence, become more diverse and consolidate its long-held position amongst the top five universities in the UK.

The plan sets out St Andrews’ ambitions to grow its international profile, champion diversity and inclusivity, expand its portfolio of world-leading research, develop stronger links with industry and embed a new culture of entrepreneurship among students and staff. It also places social responsibility at its heart, with a pledge to manage growth in student numbers, foster a growing culture of sustainability, and pursue a research and teaching agenda for the wider public good.

The University is one of Europe’s most research-intensive seats of learning. In the Research Excellence Framework (REF) 2014 it was ranked top in Scotland for quality of research output and one of the UK’s top 20 research universities.
St Andrews is consistently ranked one of the UK’s top five universities in league tables compiled by The Times and The Sunday Times, The Guardian and The Complete University Guide. St Andrews was ranked the top university in the UK in The Times and Sunday Times Good University Guide 2022: the first time in the history of the Guide, and UK university league tables in general, that a university other than Oxford or Cambridge has topped the rankings. 

It is the third year that St Andrews has challenged the Oxbridge rankings, coming second to Cambridge in 2020 and second to Oxford in 2021. It has frequently been rated the leading university in Scotland for teaching quality and academic experience, and in the National Student Survey 2021 was the leading mainstream UK university for student satisfaction for the 15th year in a row.


In international and world rankings St Andrews scores highly for teaching quality, research, international outlook and citations. It is currently a World Top 100 institution in the QS World University Rankings 2019.



St Andrews’ reputation for teaching, research and student satisfaction make it one of the most sought-after destinations for prospective students from the UK, Europe and overseas. 

The University typically averages 12 applications per place and has not offered Clearing places for over a decade. St Andrews has highly challenging academic entry requirements to attract only the most academically potent students in the Arts, Sciences, Medicine and Divinity. 

St Andrews holds an Institutional Athena SWAN Bronze Award. While the School of Biology has achieved an Athena SWAN Gold Award, the Schools of Physics & Astronomy and Psychology and Neuroscience have achieved Athena SWAN Silver Awards. 
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