	University of St Andrews

School of Philosophical, Anthropological and Film Studies

Senior Research Administrator (Research Centres) – CG2060RH

Further Particulars for Applicants 




	School of Scottish Research Alliance for Energy, Homes and Livelihoods



The Scottish Research Alliance for Energy, Homes and Livelihoods is a new strategic initiative funded by the Scottish Funding Council. It brings together all of Scotland’s universities and involves collaborators in industry, business, policy, and community organisations. As a catalyst for cross-sector research collaborations, the Alliance’s provides research leadership and early career researcher training, while also striving to accelerate grant capture to address Scottish Government priorities on an inclusive and equitable transition to a Net Zero future.  
 
Officially launched in October 2023, the Alliance is organized around three Themes: Sustainable Households, Financial Pathways to Net Zero, and Decarbonising Heat. Activities, such as workshops, residentials, demonstrator events, and grant incubators, are held regularly alongside Alliance seed funding schemes to encourage the formation of collaborative research teams focused on the challenge area. Working for the Alliance offers opportunities to engage with a wide range of stakeholders across complex and important themes in an environment that is fast-paced and collaborative. 
 
The Alliance is one of four Alliances for Research Challenges launched by the Scottish Funding Council. The other Alliances are based at University of Glasgow, themed around food, brain health and quantum technologies. 
 
The Alliances for Research Challenges’ main aims are to:

The Scottish Research Alliance for Energy, Homes and Livelihoods is a new strategic initiative funded by the Scottish Funding Council. It brings together all of Scotland’s universities and involves collaborators in industry, business, policy, and community organisations. As a catalyst for cross-sector research collaborations, the Alliance’s provides research leadership and early career researcher training, while also striving to accelerate grant capture to address Scottish Government priorities on an inclusive and equitable transition to a Net Zero future. Officially launched in October 2023, the Alliance is organized around three Themes: Sustainable Households, Financial Pathways to Net Zero, and Decarbonising Heat. Activities, such as workshops, residentials, demonstrator events, and grant incubators, are held regularly alongside Alliance seed funding schemes to encourage the formation of collaborative research teams focused on the challenge area. Working for the Alliance offers opportunities to engage with a wide range of stakeholders across complex and important themes in an environment that is fast-paced and collaborative.
· Forge multi-institutional, cross-sectoral and multidisciplinary connections around key societal   challenges. 

· Increase external research funding investment in the Scottish research system by targeting and influencing external research funding opportunities.

· Raise the profile of the contributions of research to societal challenges. 
The Alliance is one of four Alliances for Research Challenges launched by the Scottish Funding Council. The other Alliances are based at University of Glasgow, themed around food, brain health and quantum technologies.

The Alliances for Research Challenges’ main aims are to

	School of 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 2021) 1st in Scotland. 
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/.

The job description for this role is attached below.

	Job Description




	Job Title: Senior Research Administrator (Research Centres)  
School/Unit: School of Philosophical, Anthropological and Film Studies 

Reporting to: Centre Administrator and Research Coordinator
Job Family: Managerial, Specialist and Administrative

Fixed-term: Until 28 February 2027

	Working Hours: Full time / 36.25 per week 
Grade/Salary Range:  Grade 4 / £25,742 - £27,181

per annum  
Reference No: GC2060RH
Start Date:  As soon as possible




	Main Purpose of Role


This post is for a fixed term, 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 Centre Director, Centre Manager, Research Coordinator, Alliance Communications Officer, Alliance Digital Communications Assistant, Centre team and affiliated researchers, the post holder will provide pro-active and professional administration, support and event coordination to ensure the smooth running of a Scotland-wide research alliance that is funded by the Scottish Funding Council and led by the Director of the Centre for Energy Ethics within the School of Philosophical, Anthropological and Film Studies. The research alliance includes a leadership team of researchers at Universities of Strathclyde, Stirling and Edinburgh, an Advisory Board, and key collaborators from across academia, industry, business, community organisation and policy.

Exceptional organisational, numerical, administrative and communication skills are essential for this post. You will have experience in finance administration and some experience of organising events and public engagement. You will be a strong team player with good interpersonal skills, a highly motivated self-starter who is able to plan, organise and prioritise your workload in a busy and fast-paced environment. In fulfilling the role, you will be expected to proactively liaise with students and staff across Schools, Units and Universities, as well as with external stakeholders across sectors.
The post holder will report routinely to the Centre Manager for operational matters and Research Coordinator for line management and 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 Centre.

	Key Duties and Responsibilities


Research Grant Administration:
· Liaise with relevant University departments to ensure a fully integrated approach to grant administration.
· Provide administrative support to the Centre Director and affiliated researchers, including diary management.
· Provide comprehensive finance management of the SFC grant, including:

· Receiving and monitoring income.

· Providing costings for events, goods and services.

· Maintaining records of financial activity, monitoring expenditure, highlighting and resolving irregularities. 
· Producing regular financial reports and providing advice and guidance on spend to Centre Director/Advisory Board/SFC. 

· Raising vendors, processing reimbursements, fee payments, honorariums, invoices and administering corporate credit card expenditure. 

· Deal with post award administration, including:

· Maintaining accurate records of KPI data for Annual Reports, evaluation and auditing.

· Maintaining accurate records of events and activities on external software platforms.
· Collate information and data for annual and ad-hoc audit reports.

· Administering meetings, including the preparation and submission of meeting documentation, preparing agendas, booking rooms, taking minutes, disseminating decisions and following up actions. 
· Manage grant websites or webpages, drafting and updating content.
· Manage and support the collation of information for reporting periods, ensuring are within external funding guidelines and within the St Andrews financial framework.
· Support the induction and supervision of externally funded administrative staff as and when required. Processing casual staff contracts and maintaining timesheets.
Alliance Events:

· Ensure the smooth organisation and running of in-person, virtual and hybrid events across the alliance (conferences, residences, grant incubator workshops, roundtables, research seminars, policy-focussed events, exhibitions, competitions etc.), including;
· Advising on the various operational and logistical planning aspects to do with hosting an event, e.g. determining costs, registration fees and honorariums.

· Assisting with events publicity and promotion – posters and programme, emailing, website maintenance and updating social media content. 

· Developing and produce up-to-date event content for the Digital Communications Officer, based at University of Glasgow, to populate the alliance webpages and social media activities.

· Arranging travel and accommodation for speakers and postdoctoral research staff, managing reimbursements.
· Provide support for occasional events that bring together the three SFC-funded research alliances (the other two alliances are based at University of Glasgow).

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

· Manage events publicity and promotion in line with the University’s Corporate Communications standards.
· Ensure alliance events are effectively coordinated and promoted by liaising with partner units across the University.
· Ensure effective networking with staff and students at other universities that are part of the research alliance.

· Liaise and network with partners and wider national and international networks to support and promote research alliance events.
Alliance Support:

· Be the first point of contact for queries regarding the research alliance.
· Assist with funding applications for event delivery and public engagement.

General Duties:

· Manage generic email account, ensuring timely responses sent, taking action on or referring issues as appropriate.

· Provide reception and be the first point of contact for event speakers and visitors.

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

· Lead continuous improvement activities related to the processes described above.
Special Requirements: 


There may be some occasions where role holder is required to travel for research alliance events in Scotland and work additional hours e.g. during research alliance events and in the lead-up to reporting deadlines.

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 line 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) 
	Higher/A level or equivalent educational qualifications, with demonstrated numeracy and English written proficiency


	Accredited qualification in administration
	Application form, certificates

	Experience & Knowledge
(examples of specific experience and knowledge sought) 


	Significant and recent administration experience
Experience of finance administration and managing budgets effectively

Experience of coordinating and supporting the delivery of events
Experience of working with staff at all levels
Experience of working successfully in a busy office
Experience of working in a customer focused environment

Experience of finance administration 

	Experience of working in an administration role in Higher Education or within a large, decentralised organisation
Knowledge and understanding of University structures, policy, practices and procedures

Experience of working with external partners and across a variety of organisations 

Experience in standardising processes and ensuring consistent practice across an organization

	Application form and interview



	Competencies & Skills

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


	Excellent communication skills, both written and verbal, delivered in a professional and personable manner

Strong customer focus and well-developed interpersonal skills
 

Excellent time management and organisational skills: with the ability to priorities to tight deadlines

Capable of working effectively with people at all levels of seniority and across organisational boundaries

Excellent IT skills using a range of tools and virtual event platforms (including Excel, Word, Outlook, Teams, Zoom)
 
	Experience in maintaining web sites
Ability to prepare written reports and collate and summaries complex information

Experience of working with finance systems (such as Aptos)
Willingness and ability to learn new systems and processes quickly including IT systems
	Application form, interview and skills test


	Other Attributes/Abilities

(if applicable)
	A friendly, helpful and professional manner

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

	Interest in process improvement and efficiency 
	Application form and 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.
	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: CG2060RH
In accordance with the new immigration rules, it is with regret that this role does not meet the current suitability requirements set by the UKVI to enable sponsorship of migrant workers.  The University encourages all interested candidates to apply regardless of nationality and all applications received are assessed against the essential and desirable criteria listed in the further particulars.  The successful candidate will have to demonstrate their right to work in the UK prior to commencing employment and where required, obtain the right to work in the UK without relying on University sponsorship.  Information on other visa options is available at https://www.gov.uk/check-uk-visa or by contacting our HR Immigration Team on hrimmigration@st-andrews.ac.uk.
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 Guardian Guide 2023
· Ranked 2nd in the UK in the Times and Sunday Times Good University Guide 2023 
· Named University of the Year in 2020, St Andrews is also top in the UK for student satisfaction.

· Research-intensive, more than 88% of research carried out by the University of St Andrews is world-leading or internationally excellent (Research Excellence Framework 2021).

· Athena SWAN Bronze Award holder
· Strategy founded on ambition to be World-Leading, Diverse, Global, Entrepreneurial and Socially Responsible
· More than 10,000 students and 3000 staff

· Highly international – more than 30% 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 

	University of St Andrews



Founded in the 15th century, St Andrews is Scotland’s first university and the third oldest in the English-speaking world. The University of St Andrews is one of Europe’s most research-intensive seats of learning. It is one of the top-rated universities in Europe for research, teaching quality, and student satisfaction. 

Today, under the leadership of Principal and Vice-Chancellor Professor Dame Sally Mapstone FRSE, the University’s strategy is to broaden its global influence, with a focus on diversity, building a culture of entrepreneurship, research excellence, and social responsibility. 

St Andrews is committed to broadening our digital education, enhancing the experience of our on-campus students, while bringing a St Andrews education to much wider global community.

The University of St Andrews is world-leading, with a responsibility to integrate sustainability within our University strategy.  From climate science and sustainable development to energy ethics and grass-roots level action across all our communities in which we operate, sustainability is at the heart of all we do. World-leading research on sustainability is taking place across the breadth of the University with researchers addressing key questions on the defining issue of our generation.

The University has set an ambitious target of carbon net zero by 2035, ten years ahead of the Scottish Government’s 2045 target.

St Andrews is ranked as the top university in the UK in The Guardian Guide 2023, and Scottish University of the Year, top in Scotland and second in the UK in The Times and Sunday Times University Guide 2023.

