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	Principal’s Office



The University of St Andrews is Scotland’s first university and one of the oldest in the English speaking world.  Consistently ranked among the top universities in the United Kingdom, St Andrews has built a portfolio of world-leading research and an international reputation for the highest quality of research-led teaching.

Now in its seventh century, the university provides a uniquely stimulating environment which values the life of the mind across the Faculties of Science, Arts, Medicine and Divinity.  Big enough to reach across the world, small enough to be intimate, St Andrews and its community of scholars will meet global challenge in HE with an ambitious strategy focused on further internationalisation, a commitment to excellence and focused investment in differentiation. 
Professor Sally Mapstone became Principal and Vice-Chancellor of the University of St Andrews in September 2016. Her academic career before that was spent at the University of Oxford, where she read English Language and Literature and where she gained her doctorate on Older Scots literature. She most recently served as Pro-Vice-Chancellor for Education (2011-16), and was also Professor of Older Scots Literature in the Faculty of English Language and Literature. She was a Fellow of St Hilda’s College, Oxford. She was previously Pro-Vice-Chancellor for Personnel and Equality at Oxford, and maintains a strong interest in equality issues. Professor Mapstone also has a long-standing engagement in European issues and has served on the steering group for the League of European Research Universities community of Vice-Rectors for Teaching and Learning; she is a member of the international advisory board for the University of Helsinki. Earlier in her career she worked as an editor in the book publishing industry.
Her research deals with literature in Scots and in Latin before 1707, with political literature, and with book history. She is Honorary President of the Scottish Text Society, an Honorary Fellow of the Association for Scottish Literary Studies, and a Fellow of the English Association.  
The day-to-day management of the University is conducted by the Principal’s Office. This group is chaired by the Principal and Vice-Chancellor and comprises the Deputy-Principal & Master of the United College; Vice-Principal (Research); the Vice-Principal (Enterprise & Engagement); the Vice-Principal (Governance); the Vice-Principal (Proctor); the Vice-Principal (International) and the Quaestor & Factor (Chief Operating Officer).

The Office of the Principal makes operational decisions and draws up strategic advice for the University Court and Senate. They work closely with the senior management team comprised of the Finance Director; Chief Information Officer (CIO); Director of Estates; Director of Communications; Academic Registrar; Dean of Science and the Dean of Arts & Divinity.

Each member of the senior management team is supported by a personal assistant and a number of Executive Officers support the various portfolios assigned to each manager. A number of other administrative offices that work closely with the Principal’s Office share a common location including the Court & Senate Office, Graduation Office, Proctor’s Office, and the Research Office.

As part of the Principal’s Private Office (PPO) you will join and competent the existing team that consists of the Executive Officer to the Principal’s Office, the Principal’s Personal Assistant, the University Chauffeur and the Housekeeper at University House. 
	Job Description




	Job Title: Executive Officer to the Principal and Vice-Chancellor


School/Unit: Office of the Principal
Reporting to: Principal and Vice-Chancellor
Job Family: Managerial, Specialist & Administrative
	Working Hours: Full time/36.25 hours per week
Grade/Salary Range: Grade 6/£32,004 - £38,183 per annum
Reference No: AD4536ML
Start Date:   As soon as possible
Interview Date:  Week beginning 12 December 2016



	Main Purpose of Role


The position of Executive Officer to the Principal and Vice-Chancellor will provide support to the Principal of the University of St Andrews, Professor Sally Mapstone. You will ensure that the Principal is fully briefed for all engagements. You will conduct research on a variety of issues and subject areas, and will be required to manage special projects/initiatives. You will, on a regular basis, draft high-profile papers, speeches, reports and sensitive correspondence on behalf of the Principal. You will serve as a strategic liaison between the Principal and the constituencies with which she interacts. You will oversee and co-ordinate the Principal’s development and alumni relations events as well as perform your share of duties within the existing team to oversee the smooth daily operations of the Principal’s private office. You will work closely with the University's communications, external relations, and events teams to ensure a high level of coordination between the expectations of the Principal’s office and overall communications, cultivation strategies, and organisation of major University events. This position is instrumental in managing continuity across University programmes and activities and will be responsible for the overall positioning of the Principal by managing relationships with University staff, the local community, and the general public. You will be part of the Principal’s Private Office reporting daily to the Executive Officer to the Principal’s Office and line-managed by the Principal.
	Key Duties and Responsibilities


1. Provide operational and strategic support for the Principal.

2. Conduct appropriate research for a variety of the Principal’s public speaking roles providing an appropriate brief/overview.

3. Monitor the Principal’s correspondence, and draft sensitive and confidential high-level letters/emails.

4. Draft complex/sensitive papers and reports, and prepare presentation materials to a high standard.

5. Ensure effective communication of appropriate information from the Principal’s Office to the wider University.

6. Oversee and co-ordinate the Principal’s development and alumni relations events.

7. Be responsible for liaising, on behalf of the Principal, with University departments, Court, students, the media and the general public.

8. Attend meetings/sit on various key/strategic committees and groups on behalf of the Principal, where required.

9. Organise University-related events and lectures.

10. Participate in the efficient functioning and working seamlessly within the existing team of the Principal’s private office providing cover when necessary.
11. Any other duties required by the Principal.
Critical for success will be the ability to manage and develop efficient and effective working relationships within the Principal’s Office and across the University along with providing a proactive service. You should be comfortable working in a small team and sharing tasks accordingly. You will need to demonstrate an ability to manage communication, information and processes efficiently at the highest level. The post is a demanding one but offers the opportunity to develop skills and professional knowledge. As befits a professional post you will be expected to maintain an up-to-date knowledge of HE issues.
Please note that this job description is not exhaustive, and the role holder may be required to undertake other relevant duties commensurate 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) 


	Advanced Degree (or equivalent) with substantial experience of working in a similar position.


	Postgraduate level experience or qualifications.


	Application form

	Experience & Knowledge

(examples of specific experience and knowledge sought) 


	Demonstrated professional experience in increasingly responsible administrative positions in academia, business, government or communications, set within a high-profile, executive level environment.

Demonstrated ability to organise, prioritise and manage conflicting goals and agendas.

Advanced knowledge of Microsoft Office suite, web and interactive technology, reporting tools and databases.


	Demonstrated ability to relate to individuals at all levels with poise and diplomacy.
Ability to assess demands and set priorities, perform multiple tasks simultaneously, display discretion when working with highly confidential issues, work under pressure, and possess a strong commitment to client service.
	Interview and test

	Competencies & Skills

(e.g. effective communication skills, initiative, flexibility, leadership etc.)   


	Strong research skills.

Excellent analytical skills and the ability to produce first rate written work.

Proven ability to motivate, engage and work with alumni, University officials and staff and similar constituencies.

Exceptional written and oral communication skills.
Ability to work accurately to tight deadlines.

Creative to the extent of being able to develop and implement practical solutions to problems of varying complexity.

Excellent attention to detail.


	The ability to comprehend and summarise detailed and complex research reports and press articles to create briefings.

A demonstrated interest in higher education and international issues.


	· Interview and test

	Other Attributes/Abilities 

(if applicable) 


	A proactive and motivated approach to their post.

Ability to form effective working relationships within a small team.

Resilience and ability to prioritise.


	Professional, collaborative, focused, motivated to learn and flexible to change, reliable, self-motivated, and able to work effectively with and manage people from different backgrounds and experience.


	Interview


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.  
Hours of Work
Hours of work will be full time = 36.25hrs per week. As a member of the professional staff of the University you must have a flexible approach as some out of hours work may be necessary. The environment is a demanding one and you must be able to work effectively to tight deadlines.
Note:
The offices based within College Gate, North Street play an integral role in the day to day operation of the University. As well as housing the Office of the Principal, College Gate is home to several administrative offices including the Court & Senate Office, the Proctor’s Office, the Research Policy Office, and the Graduation Office. As well as the members of the Principal’s Office and their PAs, College Gate also houses several of the senior management team: Finance Director; Chief Legal Officer; Chief Information Officer and the Academic Registrar as well as their Executive Officers and support staff.
	Other Information  


Interviews will be held sometime during the week beginning 12 December 2016.

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:   AD4536ML
The University of St Andrews is committed to promoting equality of opportunity for all, which is further demonstrated through its working on the Gender and Race Equality Charters and being awarded the Athena SWAN award for women in science, HR Excellence in Research Award and the LGBT Charter;  http://www.st-andrews.ac.uk/hr/edi/diversityawards/. 
The University is committed to equality of opportunity.

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 commitment to Environmental Sustainability in order to reduce its waste, energy consumption and carbon footprint.
	The University & Town 




Founded in the early 15th century, St Andrews is Scotland’s first university and the third oldest in the English speaking 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 is known around the world as the ‘Home of Golf’ and a vibrant academic town with a distinctively cosmopolitan feel where students and university staff account for more than 40% of the local population.

The University of St Andrews is a diverse and international community of over 11,000, comprising students and staff of over 120 nationalities. It has 8,500 students, just over 7,000 of them undergraduates, and employs approximately 2,540 staff - made up of c. 1,190 in the academic job families and c 1,350 in the non-academic job families.

St Andrews has approximately 50,000 living graduates, among them former Scottish First Minister Alex Salmond and the novelist Fay Weldon. In the last 90 years, the University has conferred around 1000 honorary degrees; notable recipients include Benjamin Franklin, Rudyard Kipling, Alexander Fleming, Iris Murdoch, James Black, Elizabeth Blackadder, Tim Berners-Lee and Hillary Clinton.   

The University is one of Europe’s most research intensive seats of learning. It is the top rated university in Scotland for teaching quality and student satisfaction. In the Research Excellence Framework (REF) 2014 the University was ranked top in Scotland for quality of research output and one of the UK’s top 20 research universities.

St Andrews is consistently held to be one of the United Kingdom’s top ten universities in university league tables compiled by The Times and The Sunday Times, The Guardian and The Complete University Guide. The University has eight times been named the top multi-faculty university in the UK in the National Student Survey – a direct reflection of the quality of teaching, assessment and facilities. In international and world rankings St Andrews scores highly for teaching quality, research, international outlook and citations. It is established as a World Top 100 institution in annual rankings produced by QS and Times Higher Education.

Its international reputation for delivering high quality teaching and research and student satisfaction make it one of the most sought after destinations for prospective students from the UK, Europe and overseas. In 2015 the University received on average 12 applications per place. St Andrews has highly challenging academic entry requirements to attract only the most academically potent students in the Arts, Sciences, Medicine and Divinity. 

The University is closely integrated with the town. The Main Library, many academic Schools and Service Units are located centrally, while the growth in research-active sciences and medicine has been accommodated at the North Haugh on the western edge of St Andrews.

As the University enters its seventh century, it is delivering a varied programme of strategic investment, including the refurbishment of its Main Library and a major investment in its collections, the opening of a research library, the development of a major arts centre and a Music Centre, the refurbishment of the Students’ Union, the provision of 900 additional students beds, the relocation of professional services to purpose built accommodation and the development of a wind-farm and green energy centre to offset energy costs.
