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Overall Centre Description

Launched on 25 February 2021, the Centre for Energy Ethics 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 critical metals in ever-increasing demand.
While the Centre is organisationally located in the Department of Social Anthropology, it provides a new and exciting platform for collaboration across arts, humanities, social and natural sciences. It brings together our different disciplinary strengths as we pursue the question of not only what can we do, but also what should we do in order to create a better energy future for all.
The Centre fosters a creative and interdisciplinary research environment, provides in-demand policy guidance, and engages with industry and multiple publics.

The Centre Team
The Centre brings together diverse areas of expertise, including researchers, industry, and communities. We embrace our responsibility as scholars to address and collectively answer big societal questions about how to create a better energy future for all. The Centre research is carried out by researchers across the University, supported by specialist administration staff and lead by Centre Director, Dr Mette M. High. Dr High’s core research team currently includes 4 PhD candidates, 3 postdoctoral research fellows, and 1 Marie Curie postdoctoral research fellow.
Departmental Accommodation

The Department of Social Anthropology is housed in the centre of town and at the geographical heart of the University. The post-graduate students have their own suite of rooms within the department. Within Social Anthropology there is also a museum collection of ethnographic objects, and a coffee room that includes a general anthropological class library, providing a space that is shared by both faculty and post-graduates. The Departmental libraries, along with the main library, which holds an extensive anthropology collection, complete runs of the chief journals and access to e-journals, together provide for the needs of both teaching and research.

Research

The Centre’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 political agendas, the Centre pursues an explicitly apolitical approach. This enables the Centre to involve diverse stakeholders and explore difficult and conflicting dynamics in the kind of world we envision and create for ourselves and our others. Contributing to the recognition of St Andrews as world-leading and taking forward its entrepreneurial ambitions, the Centre highlights what can be achieved when working in an interdisciplinary environment and accepting our social responsibility as scholars to answer big societal questions.

The Department of Social Anthropology includes five research centres: The Centre for Energy Ethics (CEE), The Centre for Amerindian Studies, Latin American and Caribbean Studies (CAS), The Centre for Cosmopolitan Studies (CCS), The Centre for Pacific Studies (CPS), and The Centre for Minorities Research (CMR):
The Centre for Energy Ethics (CEE) tackles one of the most urgent and profound challenges facing humanity today: how to balance our energy demands with our concerns for anthropogenic climate change. Bringing together diverse areas of expertise, including researchers, industry, and communities, we embrace our responsibility as scholars to address and collectively answer big societal questions about how to create a better energy future for all.  For further details, please visit the CEE website:  https://energyethics.ac.uk/
The Centre for Amerindian Studies Latin American and Caribbean Studies (CAS) was founded in 1969. The School currently employs two Amerindianists and one Caribbeanist with particular interests in the ethnohistory, history and ethnography. A wide network of contacts is maintained with colleagues, popular and academic organizations and NGOs, in the Americas as well as in Scotland. The Centre encourages work on comparative and connecting themes that cross conventional area subdivisions into highlands and lowlands, mainland and archipelago. For further details, please visit the CAS website: http://www.st-andrews.ac.uk/anthropology/centres/cas/
The Centre for Cosmopolitan Studies (CCS) explores the implications and the possibilities of Cosmopolitanism, which are understood as compassing: the complexity of global social and cultural settings; the experience of the individual citizen; and the openness of a just society. The Centre promotes an egalitarian, existentially sensitive social science, which seeks to place individual experience at the centre of an appreciation of contemporary social and cultural milieux for the purpose of adumbrating the ethical space of the citizen in a plural and fluid society. It convenes seminars and conferences, hosts visiting fellows, funds studentships and publishes the results of its research. For further details, please visit the CPS website: http://www.st-andrews.ac.uk/ccs/index.html 
The Centre for Pacific Studies (CPS) is an internationally recognised research centre with three tenured academics, three postdoctoral researchers, and several PhD students. In 2008, CPS initiated a partnership with Norway’s Bergen Pacific Studies Research Group and, aside from regular teaching and seminar exchanges, holds an annual workshop to discuss on-going research. CPS is interested in all things Pacific – the region's wonderful historical variation, its religions, languages, the politics of its states, cities, towns and villages, literature, art, public and domestic ritual, kinship and household organisation, law – in short every aspect of social relations to be found there.  For further details, please visit the CPS website: http://www.st-andrews.ac.uk/anthropology/centres/cps/
The Centre for Minorities Research (CMR) is a recent initiative that brings together interdisciplinary expertise from staff from across six Schools at the University of St Andrews. The focus is to explore the complexities – challenges and opportunities, continuities and discontinuities, unity and ruptures – of the ‘everyday lives’ of minorities, both in Scotland and internationally.
Undergraduate Teaching
At St Andrews, Social Anthropology is a forward-looking and diverse, Humanities-based department with a strong international reputation. The first two years of study of social anthropology in St Andrews are devoted to outlining the variety of human culture and patterns of social relationship. In lectures and tutorials students are introduced to key anthropological concepts and in the second year asked to apply their knowledge to developing an ethnographic project. 
Students participate in the Honours programme during their third and fourth years in the University.  Staff and students meet regularly for lectures, seminars and tutorial discussions. Social anthropology at the Honours level is concerned with advanced and specialised work in the subject. The main theoretical approaches in anthropology are treated in some depth and particular topics are approached in detail. Honours students write a dissertation of about 10,000 words on a subject that relates to a particular social or cultural problem defined in an anthropological manner. Library research and directed reading, under the supervision of a member of staff, form one of the main planks of the dissertation project. Some students, in addition, undertake a short period of fieldwork to collect ethnographic material for their project.
Postgraduate Teaching

Our postgraduate body consists of about 55-60 students; we enrol 6-10 on our research PhD programme each year. Some of the postgraduate teaching is shared with our sister departments in Scotland at Aberdeen, Edinburgh and Glasgow, forming an ESRC Doctoral Training Centre. The STAR (Scottish Training in Anthropological Research first established in 2006) consortium runs a series of annual events including workshops on publishing, preparing for job interviews, applying for funding, and using anthropology outside of academia.
We currently teach four Masters programmes (MRes): Social Anthropology, Social Anthropology and Amerindian Studies, Social Anthropology with Pacific Studies, and Anthropology, Art and Perception. The graduate programme is growing and it is a priority for us to maintain sustainable growth in this area.
The job description for this role is attached below.
	Job Description




	Job Title: Event Coordinator (Centre for Energy Ethics)  
School/Unit: School of Philosophical, Anthropological and Film Studies 

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

Duration of post: fixed-term, 3 years 

	Working Hours: Full time/36.25 hours per week

Grade/Salary Range:  4/£24,285 - £27,929 per annum
Reference No: CG1902GB

Start Date:  As soon as possible

Interview Date:  Week beginning 12 December 2022 (TBC)



	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 funding runs out 
Working closely with the Centre Director, Centre Administrator, Digital Communications Officer, Deputy Director, Director of Policy, Artist-in-Residence and the wider Research Team, the post holder will provide pro-active and professional support to ensure the smooth organisation and running of events at the Centre for Energy Ethics within the School of Philosophical, Anthropological and Film Studies.

As role holder, you will be responsible for developing in association with members of the Centre a diverse portfolio of activities such as annual conferences, workshops, networking events, student competitions, public engagement activities, outreach initiatives, art competitions and exhibitions. These events will be in-person, virtual and hybrid and will be held on a range of virtual platforms. You will also assist with the delivery and evaluation of these events. You will build internal capacity for public engagement at the Centre, providing or sourcing skills training in event organising, impact harvesting and event evaluation. You will also track, analyse and review events in relation to the Centre’s Public Engagement strategy, providing leadership for its direction, regular review and periodic revisions.

To undertake this role, the role holder will have a nuanced understanding of the drivers and barriers to involvement in events and public engagement, including knowledge of new developments in the area of events and public engagement. You will have extensive experience of working in events and public engagement, and of managing projects and events. The role holder will provide support to the Centre Administrator in relation to new Centre initiatives, financial processes and administration. You will have excellent organisational, numerical, administrative and communication skills. 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. You will have excellent IT skills, interest in how to organise great hybrid events, and have a knowledge of virtual event platforms.  In fulfilling the role, you will be expected to proactively liaise with students and staff across Schools and Units as well as with external stakeholders.
	Key Duties and Responsibilities


Research Events:

· Design and deliver a bespoke programme of training in event organising, impact harvesting and event evaluation

· Support the implementation of a ‘toolkit’ with best practice examples and template suggestions.

· Ensure the smooth organisation and running of in-person, virtual and hybrid events across the Centre (conferences, workshops, research seminars, policy-focussed events, exhibitions, competitions etc.), including:

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

· Explore engaging virtual platforms for events.

· Arrange travel, accommodation and gifts for speakers.
· Assist with events publicity and promotion – posters and programme, emailing, website and social media content for the Digital Communications Officer.
· Provide support to the Digital Communications Officer for event registration (such as EventBrite).
· Provide financial planning and record keeping support for Centre events.  This includes monitoring event accounts, providing updates on balances, processing orders, invoices, casual staff payments, claims and fee payments, reconciling accounts. 
· Liaise with speakers, artists and event attendees.
· Liaise with staff and students across the University as well as units and offices such as Museums and Collections, Accommodation, Conferences & Events, Finance, Catering services, Corporate Communications, Media Services and Print & Design.

· Organise receptions and extraordinary events, e.g. exhibitions, concerts, film screening and poetry readings.

· Ensure that all Centre events, including their promotion and publicity, align with the University’s Corporate Communications standards.
Artist-in-Residence:

· Support Artists-in-Residence at the Centre with their bespoke event needs, including:

· Logistical support for bringing materials to event site.

· Coordinate the accommodation of materials prior, during and immediately after exhibition.

· Provide support and advice for the Artist-in-Residence regarding the various operational, logistical and financial aspects to do with their exhibits and public engagement activities.

· Assist with the publicity and promotion of exhibits and public engagement activities.

· Liaise with Museums and Collections, the Byre, the Music Centre and other units.

Centre for Energy Ethics Support:

· Provide support for the Centre’s Public Engagement Strategy, including drafting, implementing and reviewing this strategy.

· Track, analyse and evaluate at regular intervals the Centre’s Public Engagement and other activities, including registration data, feedback and suggestions.

· Provide advice and suggestions to the Centre Director for how to better reach targets and ensure optimal delivery on event objectives. 

· Provide administrative support for Centre finances.  This includes processing claim forms and casual staff payments, handling invoices, fee payments etc. 
· Assist the Centre Director and Centre Administrator with financial planning and budget management, including reviewing spend and predicting future spend.

· Assist with funding applications for event delivery and public engagement.

· Allocate office space and provide induction to visiting scholars and PhD students when required. 
· Collate information and data for annual and ad-hoc audit reports.

· Liaise and network with partners and wider national and international networks to support and promote Centre events.

· Support the Centre Administrator in administering the CEE Internship Scheme.

· Provide advice on the CEE Event Grant Scheme to applicants, including assisting with applications, providing costings and administrative and financial support for resulting activities. 

· Ensure coordination of Centre events to prevent clustering and overlapping activities.

· Develop and produce up-to-date content for the Digital Communications Officer to populate the Centre’s website and social media activities, including the Energy Blog and the All About Energy podcast.

· Liaise with the University’s Media Office and external media to promote events.
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 work additional hours e.g. during Centre events and 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) 
	Good general education and typically 3 years practical experiences in similar or related role(s)
	
	Application form

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


	Experience of developing and coordinating public engagement and research events

Experience of evaluating events

Knowledge of current and emerging trends in public engagement and events

Knowledge of current and emerging trends in virtual and hybrid event platforms

Knowledge and understanding of grant application processes and funder guidelines in the UK Higher Education Sector and Creative Arts

Experience of supporting the delivery of events

Experience of working in a customer focused environment

Experience of finance administration 

Experience in motivating and enthusing others

Extensive skills in using various communication channels and media
	Knowledge and understanding of University structures, policy, practices and procedures

Experience of working across disciplines

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

Experience of working with staff at all levels

Experience in reporting to funders/senior management
	Application form and interview



	Competencies & Skills

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


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

Ability to prepare written reports and collate and summaries complex information

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 organizational boundaries

Excellent IT skills using a range of tools and virtual event platforms (including Excel, Word, Outlook, Teams, Zoom)
	Experience of budget management
	Application form and interview



	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

Capacity and willingness to embrace change and innovation
	
	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:   CG1902GB

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 Times and Sunday Times Good University Guide 2022 
Twice named University of the Year
Consistently ranked one of the UK’s top five universities and top in Scotland in the Complete University Guide
Top in the UK for student satisfaction
Research-intensive – ranked 3rd in Scotland and 28th in the UK in UK Research Excellence Framework
Athena SWAN Bronze Award holder
Strategy founded on ambition to be World-Leading, Diverse, Global, Entrepreneurial and Socially Responsible

Committed to sustainability and aiming for Net Zero by 2035
More than 9000 students and 3000 staff

Highly international – more than 45% 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 

	The University & Town 




Founded in the early 15th century, St Andrews is Scotland’s first university and one of the oldest in the 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’s a vibrant academic town with a distinctively cosmopolitan feel where students and university staff account for more than half of the local population.

The University of St Andrews is a diverse and international community of almost 13,000 students and staff, typically of more than 140 nationalities. It has more than 10,000 students, just over 8000 of them undergraduates, and employs approximately 3000 staff, made up of c1350 in the academic job families and c1650 in the non-academic job families.

Under the leadership of current Principal Professor Sally Mapstone, the University’s Strategy (2018-23) is to broaden its global influence, become more diverse and consolidate its current position as the top UK university (Times and Sunday Times Good University Guide 2022).

The Strategy sets out the University’s ambitions to grow its international profile, champion diversity and inclusivity, expand its portfolio of world-leading research, develop stronger links with industry, and embed a culture of entrepreneurship among students and staff. 

St Andrews has placed social responsibility at the heart of the Strategy, with a pledge to manage growth in student numbers, foster a growing culture of sustainability, and pursue a research and teaching agenda for the wider public good.

The University is one of Europe’s most research-intensive seats of learning. In the Research Excellence Framework (REF 2021) more than 88% of research carried out by the University of St Andrews is world-leading or internationally excellent. REF found that the overall quality of research at St Andrews had increased by 5.7% since the last assessment exercise in 2014. 
St Andrews was ranked the top university in the UK in The Times and Sunday Times Good University Guide 2022: this is the first time in the history of the Guide, and UK university league tables in general, that a university other than Oxford or Cambridge has topped the rankings. St Andrews has consistently been ranked one of the UK’s top five universities in league tables compiled by The Times and The Sunday Times, The Guardian and the Complete University Guide. 
It is the third year that St Andrews has challenged the Oxbridge rankings, coming second to Cambridge in 2020 and second to Oxford in 2021. It has frequently been rated the leading university in Scotland for teaching quality and academic experience, and in the National Student Survey 2021 was the leading mainstream UK university for student satisfaction for the thirteenth year in a row.
In international and world rankings the University of St Andrews scores highly for teaching quality, research, international outlook and citations. It is a World Top 100 institution in the QS World University Rankings 2022.

St Andrews’ reputation for teaching, research and student satisfaction make it one of the most sought-after destinations for prospective students from the UK, Europe and overseas. 

The University typically averages 12 applications per place and has not offered Clearing places for more than a decade. St Andrews has highly challenging academic entry requirements to attract only the most academically potent students in the Arts, Sciences, Medicine and Divinity. 

St Andrews holds an Institutional Athena SWAN Bronze Award. Sixteen Schools hold Bronze Awards, while the Schools of Physics & Astronomy and Psychology & Neuroscience have achieved Athena SWAN Silver Awards, and the School of Biology holds a Gold Award.
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