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	About the Centre for Energy Ethics




Centre Description

The Centre for Energy Ethics (CEE) is located institutionally in the Department of Social Anthropology at the University of St Andrews. Launched on 25 February 2021, the CEE is a privately funded research centre that addresses one of the most urgent and profound challenges facing us today: how to balance our energy demands with our concerns for anthropogenic climate change. With many governments, companies, and institutions declaring states of climate emergency and making net zero commitments, global energy consumption is forecasted to continue its rise, with rare earth and other minerals in ever-increasing demand.

Working across arts, humanities, social and natural sciences, the CEE fosters a creative, inclusive, and interdisciplinary research environment, provides in-demand policy guidance, and engages with industry and multiple publics.

The Centre Team
Teamwork and collaboration are at the core of how we build trusting and nurturing relationships at the CEE. Valuing equality, diversity, and inclusion in all interactions and initiatives, we strive to demonstrate integrity and reliability in what we do. We embrace our responsibility as scholars to address and collectively answer big societal questions about how to create a better energy future for all. We work hard and do not miss a chance to say thank you, to collectively celebrate our successes and reflect on our disappointments; we take time and value having fun at work. While Centre research is carried out by more than 80 researchers across the University and Centre events numbered more than 35 in its first year, supported by specialist administration staff and led by Centre Director, Dr Mette M. High, the Centre team is one team.

Research

The CEE’s energy research focuses on the ethics of energy production, distribution, consumption, and waste at a time of urgent concerns about climate change, environmental degradation, and (energy) poverty. While issues of energy so often get caught up in divisive political agendas, the CEE pursues analytically nuanced approaches. This enables the Centre to involve diverse stakeholders and explore difficult and conflicting dynamics in the kind of world we envision and aspire to create for ourselves and our others. Contributing to the recognition of St Andrews as world-leading and taking forward its entrepreneurial ambitions, the CEE highlights what can be achieved when working in an interdisciplinary environment and accepting our social responsibility as scholars.

Teaching

As a flagship offering for the CEE, we will be launching a new MSc in Energy Policy and Finance in September 2024, to be based in the Graduate School at the University of St Andrews and supported by the School and Department.

About the School

Located at the heart of St Andrews, the School of Philosophical, Anthropological and Film studies (PAFS) is home to the internationally recognised departments of Philosophy, Social Anthropology and Film Studies. 

Each department has their own history and identity, and since the School came together as an academic unit in 1992, it has prospered through promoting interdisciplinary collaboration across its research and teaching while encouraging individuality. 

We are a fully integrated School with a professional services team of 15 across three teams – Undergraduate, Postgraduate - both overseen by the School and Teaching Coordinator - and Research; all overseen by the School Manager.  

PSS provide administrative leadership across the departments, which have co-responsibility for equality and diversity, wellbeing and the development of School-wide policy. This is overseen by the Head of School, School Management Committee and School Council.  We energise and empower our Depts by working together, alongside the University to secure investment for our aims and aspirations.  

Each of our Departments is individually world-leading and distinctive, reflected in national league tables where we are consistently ranked in the top across the board, including the National Student Survey.  

The School has an excellent reputation for research-led teaching, reflected in league table results; for example, the Guardian University Guide for 2020 has Social Anthropology ranked 2nd, Philosophy 3rd and Film Studies 2nd in the UK.  The departments are in close physical proximity and use several rooms interchangeably for meetings; they also share two libraries.

The job description for this role is attached below.

	Job Description




	Job Title: Centre Manager (Centre for Energy Ethics)  

School/Unit: School of Philosophical, Anthropological and Film Studies 

Reporting to: Centre Director

Job Family: Managerial, Specialist and Administrative
Fixed term until 31 July 2026

	Working Hours: Flexible / 29 – 36.25 per week (0.8 FTE – 1 FTE)

Grade/Salary Range: Grade 5 / £30,487 - £36,024 per annum (pro rata if part-time)
Start date: As soon as possible

Interview Date: 1 November 2023



	Main Purpose of Role


This post is fixed term as it is dependent on external funding. As such, the need for the post will cease to exist when the funding expires.

Working closely with the Centre Director, Digital Communications Officer, Senior Research Administrator, Deputy Director, Director of Policy, Event Coordinator, Artist-in-Residence, and the wider Research Team, the post holder will provide pro-active and professional leadership and support to ensure the smooth administration of day-to-day operations, projects and events within the Centre for Energy Ethics in the School of Philosophical, Anthropological and Film Studies.

Exceptional organisational, leadership, numerical, administrative and communication skills are essential for this post. You will be a strong team player with good interpersonal skills, a self-starter who is able to plan, organise and prioritise workloads in a busy and fast-paced environment. In fulfilling the role, you will be expected to proactively liaise with students and staff across the Centre, as well as other Units and external partners.

	Key Duties and Responsibilities


Centre for Energy Ethics Support:

· Provide PA administrative support to the Centre Director, including diary management, travel bookings, and research finance management (incl. Credit Cards).  

· Provide administrative support to Centre staff including arranging meetings, booking travel and collating data.

· Line management of the Centre Event Coordinator and the Centre Digital Communications Officer including allocating work where required, setting and monitoring team goals/objectives, facilitating training/development, undertaking reviews (RDS, performance, return to work interviews), dealing with absence, cover, holidays, HR issues.

· Introduce, manage, and review administrative processes to meet the needs of the Centre.

· Provide administrative support to the Centre’s Advisory Committee and Management Committee as required.

· Oversee day-to-day finance operations and provide guidance to Event Coordinator on process and compliance.
· Provide financial planning and record keeping support including checking of project and operational accounts, providing updates on balances, funder returns, processing orders, invoices, claims and fee payments, reconciling accounts.

· Provide administrative support for the various recruitment exercises (including supporting the drafting of job descriptions and further particulars, advertising and promoting, budget planning, allocation, spend and liaising with HR and other units).

· Liaise and network with partners and wider national and international networks to support and promote Centre objectives, supporting visiting scholars, artists and visitors.

· Manage and support the collation of information and data for annual and ad-hoc audit reports.

· Allocate and manage Centre resources and office space.

· Manage the induction and supervision of Centre staff as and when required, allocating space, and supporting arrival.

· Ensure all relevant staff have appropriate and up to date training and access to appropriate systems.

· Manage the induction and supervision of externally funded staff and visitors as and when required.

· Provide induction to research-related staff (e.g. postdoctoral research fellows, visiting scholars and Artists-in-Residence).

Research Grants:

· Provide assistance with grant applications where required.

· Liaise with other offices such as PAFS Research Team, Finance Advice and Support (FAS), Research Business Development and Contracts, Principal’s Office, Human Resources, Development Office, etc.

· Liaise with external stakeholders, including network collaborators, project partners, and parties with whom the Centre enters into Collaboration Agreements and Memoranda of Understanding (MoU).

Research Events Support: 

· Provide administrative and financial leadership for the Event Coordinator, Digital Communications Officers, Artist-in-Residence and research team for the organisation of research events (conferences, workshops, research seminars etc.) across the Centre, including:

· Provide event finance oversight and management for the Centre.

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

· Assist when needed with events publicity – posters and programme, postal mailing, website and email.

· Liaise with external speakers and event attendees.

General Duties:

· Manage generic email accounts ensuring timely responses sent, taking action 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.

· Lead continuous improvement activities, including training and optimisation, related to the processes described above.

Special Requirements: 


There may be some occasions where role holder is required to work additional hours e.g. during Centre events, reporting deadlines and examination diets.

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) 

	Good general education including English and Mathematics
	Administration/IT qualification
	Application form

	Relevant Experience

(examples of specific experience and knowledge sought) 


	Experience of working in a fast-paced environment to provide a high standard of service or project delivery 

Experience of working in a customer-focused environment

Experience of finance administration


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

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


	Application/ Interview

Application/ Interview

Application/ Interview



	Knowledge, Skills & Abilities

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


	A strong team player, capable of working effectively with people at all levels of seniority and across organisational boundaries

Scrupulous attention to detail in daily tasks and projects demonstrated through excellent management and organizational skills 

Excellent IT skills using a range of tools and platforms (including Excel, Word, Teams, Zoom, Qlikview and Aptos)

Excellent communications skills (both written and spoken English) 

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

	
	Application/ Interview

Application/ Interview

Application/ Interview

Application/ Interview

Application/ Interview



	Attitudes
	Inspirational attitude and a friendly, helpful and professional manner

Ability to remain calm and deliver to tight deadlines under pressure 

Ability to handle conflict and experience of successfully challenging existing practices to bring about change

Able to work effectively and comfortably as part of a team and independently, taking the lead when required


	Desire to develop additional relevant competencies in self and others


	Application/ Interview

Application/ Interview

Application/ Interview

Application/ 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  


Interviews will be held on 1 November 2023
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: CG1900NB

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.  While all applications received are assessed against the essential and desirable criteria listed in the further particulars, for this post the successful candidate must be able to demonstrate their right to work in the UK prior to commencing employment and obtain the right to work in the UK themselves 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 and Race Charters). 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 University Guide 2024.
· Ranked number one in the UK in the Times and Sunday Times Good University Guide 2024.
· Students at the University of St Andrews are more positive about their education than students at any other mainstream university in the National Student Survey 2023. 
· The University of St Andrews is Scotland’s top university and one of the top four universities in the UK in The Complete University Guide 2024.
· The University is top in the UK for Teaching Quality in the Daily Mail University Guide 2024.
· 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
· A Strategy founded on ambition to be World-Leading, Diverse, Global, Entrepreneurial and Sustainable all underpinned by a commitment to socially responsibility.
· A community of 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 digital education, enhancing the experience of our on-campus students, while bringing a St Andrews education to much wider global community.
From climate science and sustainable development to energy ethics and grass-roots level action across all the communities in which it operates, sustainability is at the heart of the University’s Strategic vision. 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 2024, and The Times and Sunday Times University Guide 2024. The Complete University Guide 2024 ranks St Andrews as the top university in Scotland, and fourth in the UK.
