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	Eden Campus and the Professional Services Relocation



The University of St Andrews acquired and is redeveloping a 36-acre derelict site that was formerly the Curtis Fine Paper Mill at Guardbridge, which once employed over 250 local people, is four miles from the ancient town of St Andrews on the rural east coast of Scotland. 
The site is as big as the town centre of St Andrews, offering the University much needed space, with the exciting potential to develop green energy generation and carbon reduction initiatives as well as the scope for engagement with industry. Over the next decade, approximately £200 million will be invested across the site to deliver numerous innovative projects.

In January 2017, the first phase in the overall redevelopment of the site saw the completion and commissioning of a biomass plant and the District Heating System (DHS) delivering hot water to heat the site and 41 University buildings including the science campus and sports centre in St Andrews. In addition, the DHS provides heat to 2,600 student bedrooms. 
The next phase of work at Eden Campus addresses, simultaneously, some of the University’s space and energy issues. Significant numbers of University staff (at least 400) will be strategically relocated to a new professional services hub at Eden Campus, in 2019/20. Building first class office space that encourages and supports the demand for flexible working patterns while fostering effective cross-team communications is a pre-requisite for successful relocation. The programme will create a critical mass of activity on the site that will complement other commercial and local community partners/tenants as they build up a presence on the campus. This relocation programme will release substantial new space in St Andrews for teaching, research and student facing activity. During the same period, work will commence to accommodate the University’s library collections in refurbished buildings that had historically housed paper for the mill. 

Plans to encourage industry-led innovation or new ideas emerging from universities that can be integrated beyond the incubator stage to the demonstrable pre-utility scale are also in the pipeline. Eden Campus will provide a platform for companies to invest in Scotland to do this work with ready access to a number of universities, colleges and companies to help deliver success. From this success we hope that more opportunities for further investment in new ideas will come along the same development pathway.
The job description for this role is attached below.

	Job Description




	Job Title: Project Officer (Professional Services Relocation)
School/Unit: Principal’s Office
Reporting to: Executive Officer to the Principal’s Office, Space Planning Manager and The Head of Organisational and Staff Development.
Job Family: Managerial, Specialist & Administrative
Duration of post:  2 years in the first instance

	Working Hours: Full time 36.25 hours per week (8.45am-5pm)
Grade/Salary Range: Grade 6/£32,548 - £38,833 per annum
Reference No:  AD2132SB
Start Date: As soon as possible 



	Main Purpose of Role


The primary purpose of the Professional Services Relocation (PSR) Project is to create a single, modern, effective and efficient centre for the majority of the University’s Professional Services (PS). In creating this single centre, it is anticipated that traditional discipline and department silos can be softened, with colleagues moving to a single team approach. This co-location will markedly improve the potential for strong communication and collaborative working, growing trust and confidence in colleagues enabling them to move towards initiatives such as single University-wide record systems and a golden copy principle for the use and dissemination of data and information as required. This single base and the work that is ongoing around Business Transformation will be essential components in driving productivity gains.

This single location will be complemented by a Town Centre Hub to act as a focal point for interaction between staff and students with some Professional Services in St Andrews and an Estates Hub, to provide a base for estates trades in the town, closer to the main built environment.
The role holder will be instrumental in ensuring the successful transition that will take place before and during the relocation of staff to the Eden Campus, shaping and leading institution-wide work streams relating to the project.  The role holder will provide professional support to the project committees and working groups and will be a key contact for both external and internal stakeholders providing valid, reliable and accurate professional advice, guidance and support to professional services colleagues University wide.
The role holder will lead, manage, coordinate and support an agreed portfolio of work as determined by the Project Sponsor and the Project Management Team and will work closely with members of the Professional Services Relocation (PSR) working group to facilitate the implementation of defined operational priorities relating to the relocation project.
Examples of the types of projects that will be involved include, establishment of agile working practices, development of a travel plan for the Eden Campus, determination of a records management policy, planning the practical aspects of the move to Eden Campus, as well as helping to deliver a range of training initiatives and delivery of communications related to the projects.

The post is offered for two years, in the first instance. You will be line-managed by the Executive Officer to the Principal’s Office but will also report to the Project Sponsor, the Space Planning Manager and the Head of Organisational and Staff Development on a regular basis. You will be based in the projects team office, an agile working environment, in Estates as well as hot-desking at across various locations throughout the campus. This role would be suitable for a secondment opportunity.
	Key Duties and Responsibilities


Admin tasks
1. Proactively manage the administrative tasks around meetings of the PSR working group, including setting agendas, circulating papers, taking notes, documenting actions, monitoring their progress and driving their implementation.
2. Co-ordinate all aspects of the open forums for PS staff, maintaining and updating membership data, setting dates, managing room and catering bookings, setting agendas, organising presentations from internal and external experts, defining and driving outcomes and actions including the dissemination of information and making sure appropriate communications are undertaken.
3. Liaise with CAPOD colleagues on training requirements relating to the project and work with them to ensure that these can be effectively met. 
4. Awareness-raising and definition of the issues around any delay to actions and outstanding risks relating to the content of any of the above meetings/courses. 
5. Using their own judgement, distil advice and feedback into high level recommendations in a way that aids swift understanding of the issues and provides appropriate future plans. 

6. Providing appropriate direction to staff who may have little prior knowledge of the issues, clearly specifying what is required.
7. Ensure effective communications and connections between the various stakeholder groups.

Project work streams
8. Play a lead role in the development and delivery of a number of defined project strands that will deliver a successful relocation to the Eden Campus.
9. Locate and liaise with external providers and companies that can provide necessary advice and support for the identified work streams.
10. Work with external stakeholders to design bespoke packages for delivery of the defined initiatives.

11. Coordinate all the various strands of the project, communicating regularly with members of the working group. Highlight issues and risks for each project strand and suggest ways to mitigate any problems encountered.
12. Work with Communications to develop, manage and drive the communications plan for the project, contributing to the creation and updating of relevant web content and other communications material where appropriate.



	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) 
	Educated to degree level or equivalent relevant experience

	Postgraduate qualification or
equivalent relevant experience or project management
	Application form.

	Experience & Knowledge

(examples of specific experience and knowledge sought) 


	At least two years’ senior administrative experience gained within HE environment. 
Extensive knowledge and understanding of project management principles, and experience of planning and delivering successful projects
Experience of working with and advising senior staff.

Experience of working with a high degree of initiative and adopting a proactive approach.
	Knowledge of some of the systems and related processes used in St Andrews.
An understanding of building-related project delivery.

Experience of a similar relocation project or experience of one of the project strands.
	Application form and interview.

	Competencies & Skills

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


	Highly developed written and oral communication skills including the ability to write project proposals and related documents and deliver presentations to a wide range of audiences. 

Good conceptual and analytical skills.

Ability to communicate complex information to a wide variety of audiences in order to influence, achieve change where necessary and achieve results.
Evidence of formal and senior committee servicing.

Ability to apply appropriate levels of initiative, judgement and creativity. 
High degree of self-motivation and self-managing work style with the ability to set goals and work independently.

Excellent organisational skills and a flair for analysing and solving problems creatively, often at minimal notice.

Excellent people skills remaining calm, positive, professional and courteous under pressure.
	The ability to respond to ad hoc demands which are largely unforeseen and immediate.


	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:   AD2132SB
This role does not meet the minimum requirements set by the UKVI to enable sponsorship of migrant workers.  Further information can be found at https://www.st-andrews.ac.uk/staff/policy/immigration/.
The University is committed to equality for all, demonstrated through our working on diversity awards (ECU Athena SWAN/Race Charters; Carer Positive; LGBT Charter; and Stonewall).  More details can be found at 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 8,800 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.

