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	School of Philosophical Anthropological & Film Studies



The School

The School of Philosophical, Anthropological & Film Studies comprises the following academic departments:  Film Studies, Philosophy, Social Anthropology and Academic Music.  The School is also home to a number of research centres.  The Department of Film Studies is home to the Centre for Film Studies (CFS), the Department of Philosophy hosts the Philosophical Research Centre for Logic, Language, Metaphysics and Epistemology (Arché) and the Centre for Ethics, Philosophy and Public Affairs (CEPPA) and the Department of Social Anthropology is home to the Centre for Amerindian Studies (CAS), the Centre for Pacific Studies (CPS) and the Centre for Cosmopolitan Studies (CCS).

The School has an international reputation in teaching and research.  In the REF2014 exercise 80% of the overall research submitted to the panel by the Department of Film Studies was rated 4* (world leading) and 3* (internationally excellent).  Philosophy was ranked top in Scotland and fifth in the UK with 83% of the overall research submitted to the panel by the Department of Philosophy rated 4* (world leading) and 3* (internationally excellent).  In Social Anthropology 65% of the overall research submitted to the panel was rated 4* (world leading) and 3* (internationally excellent).  The School is very proud of its research culture and the key role of research-led teaching across all of is teaching programmes.  

The Department of Philosophy
Philosophy at St Andrews has an international reputation in teaching and research.  In the REF2014 we were ranked top in Scotland and fifth in the UK.  39% of the overall Philosophy profile met the standard for the 4* world-leading research grade, with a further 44% rated 3* internationally excellent and the remainder internationally recognised. In addition, 70% of the work submitted in the research environment category met the standard for 4* world-leading research.   

Whilst the 2014/15 Leiter report ranks our graduate programme as the 3rd best philosophy programme in the UK, and the 27th best in the (English-speaking) world.

Our most recent review of teaching and learning took place in 2008 and was also highly successful.  

Full details about us, including individual staff profiles, can be found at our website:

http://www.st-andrews.ac.uk/philosophy/
Undergraduate Teaching
We offer a wide range of undergraduate degree programmes in Philosophy as single and joint honours programmes.  Philosophy is a popular subject: first year enrolments are over 350 (across two modules) and second year enrolments are approximately 150 (across two modules).  At honours level we offer a range of core and optional modules covering areas such as Value and Normativity, Freedom and Action, Philosophy of Film, Contemporary Philosophy of Language, Metaphysics, British Philosophy from Locke to Reid, Advanced Logic, and Epistemology.  Colleagues are encouraged to develop honours modules in the areas of their own research specialisms.  We also participate in the part-time Evening Degree programme and run online distance learning modules designed specifically for teachers of philosophy in schools. 

Postgraduate Teaching and Supervision 

Our postgraduate programmes are run jointly with the University of Stirling.  We enroll around 40 students each year for the one-year M.Litt. degree, which serves as preparation for the Ph.D. either here or elsewhere.  In addition, we have around 60 students pursuing PhDs or research-based MPhils.  The graduate programme has expanded significantly in recent years, and it is a priority for us to maintain sustainable growth in this area.  
Research 
Philosophical research in St Andrews flourishes across a wide range of specialisms, including the history of philosophy, both at the individual level and in terms of collaborations, some of which are hosted through our two research centres.  Colleagues are supported in their research through a scheme of regular leave, and are encouraged to apply for appropriate external grants to fund further leave, post-doctoral assistance or the organisation of events.  All academic staff are entitled to a substantial research/travel budget (currently £1300 p.a.).  

Arché The Philosophical Research Centre for Logic, Language, Metaphysics and Epistemology was founded in 1998. Work is currently centred around four projects: (i) Propositions, Indexicality and Time, (ii) Models, Modality and Meaning, (iii) Evidence, Justification and Knowledge; and iv) Identity, Existence and Structure.Each current project has a core team working in St Andrews, including a project leader and a number of associated postgraduate students. Other members of Arché include its five Professorial Fellows, distinguished scholars who visit regularly for half a semester. Programmes of seminars, workshops and international conferences are associated with each project.  For further details, please visit the Arché website: http://www.st-andrews.ac.uk/arche/
The Centre for Ethics, Philosophy and Public Affairs (CEPPA) is a research institute largely supported by external funding. Its field of interest comprises ethics, social and political philosophy, and the ethical and philosophical dimensions of public affairs.  It maintains a programme of research projects, seminars, academic visits, fellowships and conferences, and provides a forum for discussion in its fields of interest within and outwith the University.  It also brings up to six visiting fellows to St Andrews for part of each year.  For further details, please visit the CEPPA website: http://www.st-andrews.ac.uk/ceppa/index.html
The Philosophical Quarterly
The Philosophical Quarterly is edited by an Editorial Board chaired by Professor Jessica Brown and made up of staff at St Andrews and one or two representatives from each philosophy department at the other Scottish Universities.  Founded in 1950, it is managed by a committee of representatives of the University Court of St Andrews and of the Scots Philosophical Club, convened by Dr Simon Prosser. 

Environment and Facilities

Our building, Edgecliffe, has views across St Andrews Bay to the eastern Grampian mountains.  A graduate study centre is situated in the Edgecliffe garden, whilst Arché has its own accommodation nearby, including offices, seminar facilities and common room.

The main University Library, just across the road, has a very substantial Philosophy collection, including around 100 current Philosophy journals.

Further information about the University and the town of St Andrews can be found below.

The job description for this role is attached below.

	Job Description




	Job Title: Postgraduate Secretary
School/Unit:  School of Philosophical Anthropological & Film Studies
Reporting to: Head of Department, Department of Philosophy
Job Family: Managerial, Specialist & Administrative

	Grade/Salary Range: 3 / £18,031 - £20,781 per annum
Reference No: KC4982
Start Date: 8 June 2015 or as soon as possible thereafter



	Main Purpose of Role


The Postgraduate Secretary is responsible for the day-to-day administration for the MLitt and PhD/MPhil programmes in Philosophy and will work closely with the Director of Postgraduates and the Director of the MLitt Programmes.  This will include supporting all aspects of postgraduate admissions, MLitt modules, especially supporting teaching and assessment activity, and postgraduate research administration such as the annual review process and arrangements for vivas and final examinations.  

	Key Duties and Responsibilities


1. Postgraduate course administration, including: 

a)
MLitt programmes in Philosophy

Administrative work in support of teaching and assessment for the MLitt programmes, including:

· setting up module records in the Module Management System (MMS) for each module;

· monitoring student module choices and enrolment;

· arranging room bookings and teaching timetabling (using the SQPlus Room Booking Database);

· arranging for the production and printing of teaching-related materials (such as student handbooks, module guides etc);

· recording assessment marks in MMS and releasing marks and feedback to students via MMS;

· monitoring & liasing with students regarding late submission of assessments;

· uploading module marks to Registry at the end of each semester;

· reporting progression to dissertation decisions to Registry at the end of each session;

· recording dissertation topics and allocation of supervisors to each student;

· organising and processing student evaluation questionnaires each semester in liaison with CAPOD.
b) PhD/MPhil in Philosophy

Administrative work in support of the PhD/MPhil programme, including:
· organising the schedule for the annual student review process and liaising with the Postgraduate Office regarding submission of annual review progress reports for each student;

· organising and co-ordinating the arrangements for PhD/MPhil viva examinations;

· administration of PhD student ‘placement’ service.

c)
General – Postgraduate Administration

· administrative work relating to postgraduate admissions (PhD, MPhil & MLitt), including liaising with colleagues in the Postgraduate Admissions Office and using the Postgraduate Admissions Database;

· travel and accommodation arrangements for MLitt External Examiners and PhD External Examiners and for Postgraduate Officers;

· maintaining of electronic and hardcopy student records and management of files in accordance with University guidelines on records retention and data protection;

· maintaining and updating postgraduate information on the Departmental website;

· liaising with the Department of Philosophy at University of Stirling to ensure the efficient operation of the postgraduate programme which is run jointly by the two departments;

· dealing with all email sent to the generic email account for the postgraduate programmes;

· offering general information and guidance to postgraduate students and postgraduate applicants via telephone, via email and in person in the departmental office.

2.
General Duties in the Philosophy Departmental Office, including (but not limited to): 

· offering information and guidance about the departmental library collection to staff and students, maintaining borrowing records and providing administrative support to the Departmental Library Officer;

· organisational and administrative support for all Philosophy events, activities & visitors, including travel, accommodation and catering arrangements;

· processing and record keeping for all Visiting scholars (staff and PhD);

· daily processing of all incoming and outgoing departmental mail;

· maintaining paper supplies in the departmental photocopier and networked printers;

· replacing toner cartridges in office equipment as required and maintaining a small supply of these items;

· ordering of stationary items (using the on-line APTOS purchasing system) and maintaining supply of departmental letterheads and stationary items;

· annual updating of the departmental staff telephone list and mail boxes;

· regular review and updating of departmental notice boards with notices and posters;

· liaising with colleagues in IT Services regarding changes to swipe card access to the Postgraduate Hut, to the main Edgecliffe building and to specific rooms within Edgecliffe where applicable as a result of staffing changes;

· balancing of small sums of departmental petty cash and maintaining supplies of refreshments in the departmental kitchen. 

NB – This aspect of the workload will be supervised by the Undergraduate Secretary who has day-to-day responsibility for the efficient operation of the Departmental Office. 

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) 


	Educated to HNC/HND level


	
	Application Form

	Experience & Knowledge

(examples of specific experience and knowledge sought) 


	At least three years’ work experience in an office environment

Must be IT literate, with expertise in Microsoft Word, Excel, email, databases & other packages & willingness to learn to use in-house databases & systems. 


	Experience of working in a university or college environment and/or experience of postgraduate programmes
	Application Form

Application Form/ Interview

	Competencies & Skills

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


	Strong written & verbal communication skills required to deal effectively with people at all levels

Well organised & efficient individual with meticulous attention to detail

Accurate data entry skills

Ability to manage own priorities & to meet deadlines

Ability to work on own initiative, to field enquiries/ handle routine correspondence
	
	Interview

Interview

Interview

Interview

Interview



	Other Attributes/Abilities 

(if applicable) 


	A flexible, effective and positive team player, with the commitment and willingness to join in & work as part of a team

Ability to work under pressure in a busy office environment while maintaining a calm and friendly manner


	
	Interview

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: KC4982
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.
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 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 30% of the local population.

The University of St Andrews is a diverse and international community of over 10,500, comprising students and staff of over 120 nationalities. It has 8,200 students, just over 6,600 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 and among the top rated in the UK for research. The 2008 Research Assessment Exercise judged 94% of the University’s research activity as internationally recognised with over 60% world leading or internationally excellent.
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. In the 2014/15 Times and Sunday Times Good University Guide, St Andrews is ranked 3rd in the UK, behind only Oxbridge. The same guide has named St Andrews its Scottish University of the Year in 2013 and 2014. 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. In the 2014 Times Higher Education World Rankings St Andrews is 14th in the world for International Outlook, 33rd for research and teaching in Arts and Humanities and 81st for Citations. It is ranked 111th overall in the Times Higher Rankings and 88th in the QS University World Rankings. 

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 2012 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 pursuing a varied programme of capital 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, the refurbishment of the Students’ Union, and the development of a wind-farm and green energy centre to offset energy costs.
