	University of St Andrews

School of Geography and Sustainable Development
School of Earth and Environmental Sciences
School Administrator – CG1579HM
Further Particulars for Applicants 




	School of Geography and Sustainable Development
School of Earth and Environmental Sciences



The School of Earth and Environmental Sciences (SEES) and School of Geography and Sustainable Development (SGSD) are housed predominantly in the Irvine Building. In total, there are 54 academic staff, 30 postdoctoral fellows and 57 PhD students carrying out research across the physical and social sciences, supported by 6 technicians, a cartographer and 7 professional services staff. The two Schools are autonomous units but share research facilities and certain overlapping teaching and administrative responsibilities. The Schools enjoy excellent research facilities and promote a supportive and highly active research environment.
Further information on the School of Earth and Environmental Sciences (SEES): 

https://www.st-andrews.ac.uk/earth-sciences/
Further information on the School of Geography and Sustainable Development (SGSD): 
www.st-andrews.ac.uk/gsd/
The job description for this role is attached below.
	Job Description




	Job Title: School Administrator
School/Unit: School of Geography and Sustainable Development / School of Earth and Environmental Sciences 
Reporting to: Torsten Matzke (School Manager, SGSD) and Dr Richard Bates (Reader, SEES)
Job Family: Managerial, Specialist and Administrative

	Working Hours: 27.2 hours per week (Monday to Friday) 0.46 FTE (SGSD) / 0.29 FTE (SEES)

Grade/Salary Range: Grade 3/£19,612 - £22,417 per annum, pro rata
Reference No: CG1579HM
Start Date: As soon as possible 
Interview date: 17 December 2019



	Main Purpose of Role


The post holder will be first point of contact for enquiries from staff, students and visitors, and be responsible for general office duties and organisational support to the team as well as academic colleagues, particularly with regard to events organisation and data management. Working closely with other members of the professional services teams in both Schools, the post holder will provide pro-active and professional administrative support to ensure the smooth operation of undergraduate and postgraduate study. You will also support the finance and HR administration of the Schools with purchasing and related duties during peak times as required.
Excellent organisational, administrative and communication skills are essential for this post. You should be flexible, a strong team player and able to work on your own initiative, organise and prioritise workload in a busy and fast-paced environment. Tact, sensitivity, and ability to work with confidential information are also required. In fulfilling the role, you will be expected to proactively liaise with students and staff across the School of Geography & Sustainable Development and the School of Earth & Environmental Sciences, as well as other schools and units. 

	Key Duties and Responsibilities


Reception and enquiries: 

· Welcome and direct students and visitors as appropriate, provide reception service for undergraduate & postgraduate students and visitors to the School.

· Receive and return student coursework and feedback.

· Manage generic email accounts ensuring timely responses sent, making appropriate judgments as to when to refer complex queries to wider team members or academic staff.

· Handle telephone enquiries.

· Liaise with staff in other Schools and Units as required.

· Sort mail and deal with parcels and special deliveries. 

Organisation and information: 

· Organise meetings, manage room bookings and arrange catering and accommodation for visitors as required.

· Support the organisation of research events (conferences, workshops, research seminars etc.) in collaboration with other colleagues across the team.

· Work with SGSD School Manager to draft School Calendar, liaising with members of Management Group and Research Group Convenors as required.

· Acquire data from University information systems, e.g. Data Warehouse, class lists, next of kin details for field trips.

· Manage School contact email lists and telephone list.

Teaching support:

· Work to and in support of Senior Administrators responsible for UG and PGT teaching across both Schools.
· Take responsibility for all planning and logistical arrangements for field trips in SGSD, including accommodation and travel, and ensuring appropriate risk assessments are in place, working together with Senior Administrators and academic staff as required.
· Lead on arranging student events in collaboration with the Director of Teaching, liaising with relevant colleagues throughout the University.

· Lead on the organisation of visiting days, including booking venues and catering arrangements.

· Manage the SGSD Study Abroad email account, advising prospective outbound students, handling requests for letters of permission and taking responsibility for collation of supporting evidence from returning students in liaison with the Study Abroad Officer and Director of Teaching.

· Support the examinations and assessment processes as required.

· Prepare registers for academic staff as required.

· Support recording and monitoring of student absences.
General duties:

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

· Make room bookings using University timetabling system.

· Provide support for room moves, key management, manage common room facilities, liaising with staff and PGR students as required.
· Photocopying, filing, noticeboard management. 

· Provide secretarial support to School committees as required, including the preparation and submission of committee/meeting documentation, preparing agendas, booking rooms, taking minutes, disseminating decisions and following up actions. 

· Contribute to continuous improvement activities related to the processes described above.

Provide support to other members of the team at peak times and during periods of holiday and/or sick leave as required, in particular:

· Finance/purchasing:

· Support finance administrators with the purchase-to-pay process.

· Place stationery orders.

· Raise purchase orders for events and accommodation.

· Process invoices on Aptos workflow.

· HR:

· Support raising of casual contracts and processing timesheets for casual staff.

· Support practical arrangements during recruitment campaigns.

· Ensure arrangements for interviews are in place.

· Maintain up-to-date staff office allocation list.

· Manage generic UG and PGT email accounts ensuring timely responses sent; taking action on or referring issues as appropriate.
Special Requirements: 


There may be some occasions where the role holder is required to work additional hours at peak times, e.g. during examination diets.

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) 


	Good general education including English and Mathematics
	Administration/IT qualification
	Certificate brought to interview; relevant employment evidence

	Experience & Knowledge

(examples of specific experience and knowledge sought) 


	Recent experience or at least three years’ work experience in an office environment


	Office experience in higher or further education

Experience in minute taking and preparing agendas and meeting paperwork


	Application/Interview



	Competencies & Skills

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


	Excellent written and verbal communication skills required to work with students and staff at all levels

Excellent numerical and IT skills, including MS Word, Excel and email packages

Well organised with good attention to detail

Ability to work on own initiative and handle enquiries/routine correspondence


	Willingness to learn and develop new skills

Experience of using University systems (such as Syllabus+, Aptos, MMS)

	Application/Interview



	Other Attributes/Abilities 

(if applicable) 


	A helpful and professional manner

A flexible, effective and positive team player

Ability to work under own initiative and as part of a team

Ability to remain calm under pressure

The ability to remain discreet and retain confidentiality
	
	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 17 December 2019.
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:   CG1579HM
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 School of Geography and Sustainable Development and the School of Earth and Environmental Sciences both hold Athena SWAN Bronze Awards and are fully committed to equality, diversity and inclusion. More information can be found at https://www.st-andrews.ac.uk/gsd/athenaswan/ and https://www.st-andrews.ac.uk/earth-sciences/about/equality-diversity/ 

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.
	Who Are We? St Andrews At a Glance   


Third oldest university in English speaking world

Consistently ranked one of the UK’s top five universities
Award-winning teaching quality and student experience
Top in UK for student satisfaction
Research-intensive – ranked 14th in UK Research Excellence Framework
Athena SWAN Bronze Award holder
Strategy founded on ambition to be World-Leading, Diverse, Global, Entrepreneurial and Socially Responsible.

Over 9000 students and 2500 staff

Highly international – over 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 

Committed to sustainability and a pioneer of green energy solutions
	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 12,000 students and staff, typically of over 140 nationalities. It has over 9000 students, just over 7,000 of them undergraduates, and employs approximately 2,500 staff - made up of c. 1,190 in the academic job families and c 1,350 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 long-held position amongst the top five universities in the UK.

The plan sets out St Andrews’ 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 new culture of entrepreneurship among students and staff.

It also places social responsibility at its heart, 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) 2014 it 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 five universities in university league tables compiled by The Times and The Sunday Times, The Guardian and The Complete University Guide.

It has frequently been rated the leading university in Scotland for teaching quality and academic experience, and in the National Student Survey 2018/19 was the leading mainstream UK university for student satisfaction.



In international and world rankings St Andrews scores highly for teaching quality, research, international outlook and citations. It is currently a World Top 100 institution in the QS World University Rankings 2019.



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 over 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, while the Schools of Biology, Physics & Astronomy and Psychology and Neuroscience have achieved Athena SWAN Silver Awards. 



