	University of St Andrews

School of Economics and Finance and School of International Relations
Computing Officer – AD2019SB
Further Particulars for Applicants 




The School of Economics and Finance at present comprises eight Professors, four Readers, two Senior Lecturers, seventeen Lecturers, three Senior Teaching Fellows, Two Teaching Fellows and five full time administrators.  All academic members of staff are actively engaged in research and publication. The School has a lively regular programme of external seminars, internal staff workshops, reading groups and conferences.

The School draws students from both the Faculties of Arts and Science and, in addition to its Single Honours degree, the School teaches a range of Joint Honours degrees in both Faculties. There are currently around 300 students per year in First Year Economics, 200 in Second Year and some 110 in each of Junior Honours and Senior Honours.  The School is also engaged in postgraduate teaching, offering three MSc degrees, as well as the supervision of Ph.D. students. The School participates in teaching and supervision of doctoral students in the Scottish Graduate Programme in Economics.

The School of Economics and Finance is located in Castlecliffe, a large Victorian mansion in two acres of gardens on the Scores, an elegant street overlooking St. Andrews Bay.  

To learn more about the School of Economics and Finance, please visit our website at http://www.st-andrews.ac.uk/economics
The School of International Relations is the only one of its kind in Scotland and is recognised globally for the exceptional quality of its research and teaching.  International Relations has been taught at the University for over 25 years.  A separate department was created in 1990, becoming a School in its own right in 2003.  With expertise in area studies - including Africa, Europe and the Middle East - foreign policy, international organisations and regimes, peace and conflict studies, political theory, and terrorism and political violence, the School offers a friendly, intellectually stimulating and vibrant environment in which students can assess developments in the international system.
Like Economics, the School teaches a range of Joint degrees.  Our First Year student numbers currently sit at around 370, with 280 or so carrying on into Second Year, and around 600 across both our Junior and Senior Honours programme.  We also offer six MLitt programmes which receive an intake of some 75 students. We also have approximately 80 research students in any one year.
The School moved to the new, purpose-built Arts building in September 2006, and the current Head of School is Professor Anthony Lang (irhos@st-andrews.ac.uk).  Individual staff profiles can be found at: http://www.st-andrews.ac.uk/intrel/people/.  The School currently has over forty academic staff and eight support staff.

	Job Description




	Job Title:  Computing Officer
School/Unit: School of Economics & Finance and School of International Relations
Reporting to: School Manager, School of Economics and Finance 
Head of School, School of International Relations
Job Family: Managerial, Specialist & Administrative

	Working Hours: 36.25 hours per week split equally between the School of International Relations and School of Economics and Finance
Grade/Salary Range: Grade 6: £32,004 - £38,183 per annum 
Reference No: AD2019SB
Start Date:  As soon as possible


	Main Purpose of Role


To be proactive in:

· providing guidance/advice and systems support to the Schools ensuring the implementation of effective and appropriate IT systems and processes to enable the Schools to provide effective teaching and UG lab support and to support academic research

· developing and maintaining engaging, accurate and informative web pages on the School sites and also for golden copy School information held in centrally managed pages

· maintaining up-to-date information on the Schools’ Monitors
· to provide support for the Schools’ timetabling and other University databases such as Module Management System, Moodle which are the primary online teaching resources.

The post holder will work closely with the School Manager (Economics) and the School IT Liaison Officer (IR), liaising with central IT Services as necessary, and will provide support to academic staff, administrators, teaching labs and postgraduate students within both Schools.  
	Key    Duties and Responsibilities


Unless otherwise stated, the following duties will be undertaken in both Schools.  

1. Develop and maintain attractive, succinct, accurate, up to date and informative School web pages based on the TERMINALFOUR content management system.
2. Working closely with the School Administrator/IT Liaison Officer and Directors of Teaching, provide effective advice and support for the administration aspects of teaching UG and PG students: assessments management, examination results processing, Module Management System (MMS), Moodle and timetabling support.
3. Provide effective and timely support for Economics teaching labs as required, planning and scheduling needs carefully in advance of each semester with academic staff and the School Secretary.
4. Provide support in terms of scheduling tutorials and room bookings using the University software, Syllabus Plus (Economics only)
5. Manage the Second Year class test using Moodle in conjunction with the Second Year Co-ordinator (IR only)

6. Manage own workload and resolve user problems with hardware, software and data connections, within service targets (Economics)
7. Provide help and support with routine matters as diverse as software upgrades, virus protection back-up and file sharing systems, on-line photocopying, software registration, exam uploads, hardware fault-finding and IT purchasing advice, other ad-hoc support as required in the School
8. Management of a high-powered, rack mounted server running Windows Server 2008
9. Provide specialist support for academic research projects: handling large data sets; familiarity with optimising the use of software packages such as: MatLab; Stata; Mathematica; LaTEX; Eviews; Datastream; ztree, ArcGIS, and Knitro (Economics)
10. Be proficient in XHTML and CSS, working knowledge of Perl, PHP, Visual Basic and JavaScript, knowledge of XML and XSL, of database design using XML and /or MySQL
11. Provide specialist IT support for academics e.g. working on Linux cluster and CUDA/GPU parallel programming.  
12. Ensure all new developments are aligned with central IT strategy unless otherwise agreed with central IT.

13. Working with the School Manager/IT Liaison to improve the level of understanding and application of web based learning and teaching within the School.
14. Provide effective individual coaching for staff, in the use of technology enhanced learning, web site maintenance and broader IT support (for example PowerPoint, spreadsheets, databases).
15. Keep School up-to-date with IT Services University-wide developments, including any scheduled maintenance which may result in a loss of services to the School i.e. Data Warehouse, MMS, etc.
16. Maintain an inventory of all computing equipment within the School, including a programme of equipment replacement.
17. Liaise with central IT services for ordering and receipt of new hardware/software for the School
18. Provide ad-hoc administrative support to cover for holidays, unplanned absences or peak loads as directed by the School Manager

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 


	Formal education to degree level or equivalent, in a Science or computer based subject with evidence of significant expertise /training in computer programming and computational support for management purposes
	
	Certificate brought to interview; relevant employment evidence


	Relevant Experience 


	Demonstrated experience in relevant IT support role or equivalent

Strong customer focus and well-developed interpersonal skills, able to work with staff at all levels.

Demonstrated experience of web-site development and maintenance.
Demonstrated experience of providing IT support for research involving large data sets
Evidence of problem-solving ability and of putting solutions into practice
	Significant experience in provision of IT support role or equivalent for management and research
Experience of working in Higher Education or within a large, decentralised organisation.

Experience of working in an Economics/Maths department
Experience of producing high quality publication material for web-based and hard copy documents

Experience of timetabling software
	Application form and interview.

	Knowledge, Skills & Abilities 

	Excellent proven technical knowledge of web maintenance and content management, specifically WordPress.

Proficiency in XHTML and CSS, working knowledge of Perl, PHP, Visual Basic and JavaScript,

knowledge of XML and XSL
Database design using XML and /or MySQL
Proven expertise in GPU/Parallel programming eg. CUDA; MPI, OpenMPI, SQL server experience
Familiarity with optimising the use of software packages e.g. for handling large data sets
Significant computer programming expertise

Experience of server management and able to  advise on optimal use
Strong expertise in Microsoft Office applications and helping others
Good communication skills (both written and spoken English) able to convey technical information to a staff with a broad spectrum of technical know-how.

The ability to think creatively, generate innovative ideas with attention to detail.

The capacity and willingness to acquire new areas of competence rapidly as required.

Effective team player willing to support colleagues as required

Proven and demonstrated organisational skills: self-motivated; able to prioritise, work effectively and comfortable with working independently.
	Familiarity with MOODLE

Proven expertise in Stata, Matlab, LaTEX, SAS and R
Familiarity with Mathematica, ArcGIS and Scientific Workplace

Familiarity with RePEC management

Familiarity with MAC OS X; Fortran; C/C++; Open MPI and Knitro; Python programming and software design skills (debugging; performance analysis and test design); 


	Assessed at interview and by practical/written test 




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:  AD2019SB
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;  http://www.st-andrews.ac.uk/hr/edi/diversityawards/. 

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 8,200 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. 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.
