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	Social Anthropology at St Andrews



Social Anthropology at St Andrews was established in 1979 as a result of an initiative to develop social studies in the University; International Relations and Economic and Social History were set up around the same time.  Since July 1992, Social Anthropology has been incorporated as a department within the School of Philosophical Anthropological and Film Studies. The School now comprises four academic departments:  Film Studies, Philosophy, Social Anthropology and Academic Music. The School is proud of its international reputation in research and teaching across its disciplines. 

St Andrews Social Anthropology is at the forefront of research-led departments in the UK. 

In the REF2014 exercise 65% of the overall research submitted to the panel was rated 4* (world leading) and 3* (internationally excellent).  According to the 2016 National Student Survey, Social Anthropology at St Andrews is ranked second in the UK for overall student satisfaction.  The Times & Sunday Times University Guide 2017 ranked the department 4th in the UK, after Cambridge, Oxford and LSE.

Further details, including individual staff profiles, can be found at the website:
http://www.st-andrews.ac.uk/anthropology/
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 the student is also introduced to key ethnographic and anthropological concepts.  These topics and issues are presented at an elementary level in the first year, and at a more advanced level in the second that focuses on the history of modern social anthropology and asks students 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. For example, regions of the world in which members of staff have specialist knowledge (namely Africa, South America, the Pacific, Europe and Central Asia and the Caribbean) are examined. Among the topics covered are visual anthropology, material culture, gender, individuality, anthropology and literature, imagination, consciousness, and history.

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.

Class sizes are as follows: First year: 300 in lectures, 8-10 in tutorial groups; Second year: 150 in lectures, 8-10 in tutorial groups; Honours class (third and fourth years): up to 30 in lectures/seminars, individual dissertation supervision.

Postgraduate Teaching

Our postgraduate body consists of about 55-60 students; we enrol 8-10 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 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 has expanded significantly in recent years, and it is a priority for us to maintain sustainable growth in this area.

Research

Anthropological research at St Andrews flourishes across a range of specialisms, including regional expertise in Africa, Central Asia, Britain and Europe, and Latin America and the Caribbean and the Pacific, and theoretical strengths in interpretive and symbolic anthropology, art and material culture, cosmopolitanism and globalism, historical anthropology, literary anthropology, development, the anthropology of knowledge, and social theory. Some of these interests are hosted through our three lively 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 £1,300 p.a.). 

The Department of Social Anthropology includes four research centres: 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 Amerindian Studies Latin American and Caribbean Studies (CAS) has existed in St Andrews under different names since before 1969. The School currently employs four Amerindianists and one Caribbeanist with interests in the history, languages and ethnography. They supervise a stimulating group of more than twenty postgraduates. Theoretical perspectives emphasise the anthropological and historical interpretation of Amerindian, Peasant, Urban and Archipelagian societies, with the learning and use of languages having an important role. Changing American societies are seen in their own terms, as well as in their relations with the rest of the world. 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 traditional area subdivisions into highlands and lowlands, mainland and archipelago. Research interests extend to the transfer of technologies, cultural elements and populations between other continents and South America, and the consequences of these for establishing new social groups and power relations. The Centre has hosted conferences on “Andean Studies” (1985), “Archaeoastronomy” (1990), “Andean Kinship and Marriage” (1994), “Anthropology of the Emotions” (1998), “Andean and Mexican Comparative History” (2001), “Andes-Amazon: Comparisons, Connections and Frontiers” (2006), and "Bodies: ethnographic perspectives from South America" (2009). For further details, please visit the CAS website: http://www.st-andrews.ac.uk/anthropology/centres/cas/
The Centre for Cosmopolitan Studies (CPS) exists to explore the
implications and the possibilities of Cosmopolitanism, which is 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. 

The Centre convenes seminars and conferences, hosts visiting fellows, funds studentships and publishes the results of its research. The Centre also collaborates with other researchers, projects and research institutions. In all it promotes deliberation on a set of issues (identity, social inclusion, migration, recognition, entitlement, sovereignty, belonging and rights) fundamental for a knowledge of, and purchase upon, the individual membership of social and cultural milieux in the twenty-first century.  Its inaugural conference was held in 2009 entitled “A Cosmopolitan Anthropology?”, and has since held annual conferences on themes including urbanism, the imagination, humanism, character, global energy, human interiority, and distortion in social processes.  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 licensed by, and based within, the University of St Andrews, Scotland’s first university, and the third oldest in the English-speaking world. CPS is the UK’s only dedicated research centre on Pacific Studies, with four tenured academics, three postdoctoral researchers, and nine PhD students including two from Papua New Guinea. CPS staff contribute to teaching and supervision for our Masters degree, the MRes in Social Anthropology with Pacific Studies. 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. In 2010, CPS hosted ESfO2010, the 8th conference of the European Society for Oceanists under the title ‘Exchanging Knowledge in Oceania’ which focused on research user relations with Pacific peoples and with policy makers in government and industry, and which included a series of free public events. ESfO2010 attracted more delegates, 250 in total, more Pacific Islanders than ever before and for the first time invited delegates from the European Commission. In 2011, CPS led a partnership with the EC’s European External Action Service (Pacific Division) to deliver the ‘Pacific Connections’ High Level Panel at the European Development Days event in Warsaw. These initiatives fed into the creation of ECOPAS (European Consortium for Pacific Studies) – comprising St Andrews, Bergen, Marseille, Nijmegen in Europe, and the University of the South Pacific and the Papua New Guinea National Research Institute in the Pacific. CPS will be a key partner in developing the ECOPAS network of social science and humanities researchers, and in developing research-policy interfaces with European institutions, over the coming three years. 

CPS’ objective is to encourage study of the region. The emphasis is on anthropological research, broadly understood. 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.
Departmental Accommodation

The Department is housed in the centre of town and at the geographical heart of the University. The Centre for Amerindian Studies (CAS) has its own set of rooms within the department, one of which is a reading room that holds a resource centre that is especially rich on Andean and Amazonian studies.  The post- graduate students also have their own suite of rooms within the department, which includes a large computer room, with up-to-date facilities, and three further rooms reserved for their use.  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 a fine anthropology collection, including materials from all ethnographic regions of the world and complete runs of the chief journals, together provide for the needs of both teaching and research. 

The job description for this role is attached below.

	Job Description




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

	Working Hours: Part-time – 8.45am – 5.00pm/14.5 hrs per week
Grade/Salary Range: £22,214 - £25,728 per annum, pro rata
Reference No:  CG6640SB
Start Date: 6 November 2017, or as soon as possible thereafter 



	Main Purpose of Role


The Departmental Secretary is responsible for the day-to-day administration of the Honours and Postgraduate teaching programmes and research activities in Social Anthropology and will work closely with the Head of Department, the Director of Teaching, the Director of Postgraduates, the Honours Co-ordinator and the Examinations Officer in executing these responsibilities. S/he will act as the first point of contact for these matters in the Department and will deal with telephone, email and face-to face queries from staff, students and external visitors.  

The undergraduate and taught postgraduate administration will include supporting all aspects of teaching and assessment activity such as setting up module records in the Module Management System (MMS), enrolling students into tutorial groups, monitoring the submission of coursework, recording assessment marks, recording and monitoring student attendance, scheduling classes and making room bookings, and preparing examination question papers.   

The research postgraduate administration will include the processing of student applications and liaising with the central Admissions Office, facilitating the annual review process and co-ordinating arrangements for the conduct of viva examinations.  

The Departmental Secretary is also responsible for the routine aspects of financial matters within the Department.  This will include the administration of the staff and student travel fund, the processing of all invoices and expense claims and the casual contracts and monthly timesheets for all tutors.  

Other duties will include administrative support for research ethics and risk assessment procedures for all students and staff engaged in research activities and support, including minute-taking, for departmental committees. 

	Key Duties and Responsibilities


Immediately responsible to the Head of Department, ultimately to Head of School for:

1.  Undergraduate Honours course administration, including:
· first point of contact for all Honours student enquiries;
· setting up Module Management System(MMS) for each module;

· monitoring the submission of student work and liaising with module co-ordinators about marking processes and the recording of marks; 

· support for Examinations Officer before, during and after Honours exam diet (in preparing exam papers, organising marking, recording and processing grades, uploading module results);

· general administrative support for the Honours Director of Teaching in carrying out his/her role;

· arranging room bookings/timetabling for all teaching, including sub-honours (Music and Social Anthropology), honours and postgraduate;

· in liaison with academic staff, assembling relevant information, formatting and arranging printing for Honours handbooks;

· liaison with Student Support Services over Honours student problems, record-keeping, advice to academic staff.

2.  Ethics and Risk Assessment for Sub-Honours, Honours, and Postgraduate Students, including:

· administration of Department’s ethics and risk assessment procedures for all students conducting fieldwork in the Department;

· overseeing the completion of ethics and risk assessment application forms by students;

· liaison with the Department Ethics and Risk Officer;

· secretary to the Department Ethics and Risk Assessment Committee;

· liaison with the secretary of UTREC and uploading documentation for the Committees.

3.  Postgraduate Administration, including:

· first point of contact for all postgraduate student enquiries;

administration of annual reviews for MRes and PhD students;

administration connected with MRes and PhD examinations;

general administrative support for MRes Convenor and PG Director;

setting up Module Management System (MMS);

receiving, recording and distributing submitted MRes work;

support for MRes Convenor before, during and after exam diet (in preparing exam papers, organising marking, recording and processing grades, uploading module results);

arranging room bookings/timetabling for MRes teaching;

archiving, research and analysis of MRes student records, work, exam papers;

in liaison with academic staff, assembling relevant information, formatting and arranging printing for MRes handbooks;

support for PG Convenor in the production of PhD handbook;

administrative work related to post-graduate admissions (PhD, MRes), including liaison with central Admissions office.

4.  Departmental Management, including:

· organising and maintaining the efficient running of the Department Office;

· responsible for overseeing the system of filing documents, records and accounts etc;

· support for Teaching Learning & Assessnent committee and Staff council;

· arranging tutors’ contracts and Disclosure Scotland forms;

· administrative support for Outreach activities and open/visiting days (includes publicity, bookings, module grades etc);

· liaison with Ladislav Holy Memorial Trust.

5.  Financial Management, including:

· analysis and research of all budgets operated by the Department;

· administering the Department Travel Fund for Social Anthropology staff and postgraduate students;

· administering accounts for gifts, donations and grants for conferences;

· administering, analysing and researching accounts for research grants;

· support for Chair of Social Anthropology in managing departmental operations and casual teaching budgets;

· handling invoices, payments etc;

· administration connected with postgraduate studentships and fees;

· purchasing of DVDs as required for departmental collection.

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, with demonstrated numeracy and English language written proficiency


	Degree qualification
	Certificate brought to interview; relevant employment evidence.

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

Application Form/ Interview

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

Proven organizational skills & 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:   CG4388SB
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 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 8,800 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. 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. 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.

