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JOB DESCRIPTION 


JOB DETAILS

Job Title: 		Senior Admin Officer

Department:		Administration 

Grade: 		CI3		



ORGANISATIONAL ARRANGEMENTS

Line Manager:		Head of Research Management
	


JOB PURPOSE

· To coordinate Administration staff workload, providing support/cover as required
· Line management of Administration team members.
· To manage and deliver the administration of the Institute’s reviews and other internal scientific events and retreats and other staff events.
· To manage the relationship with the travel service provider.
· To provide diary management and admin support to senior managers as required.

DUTIES AND RESPONSIBILITIES 

Administration staff activities

· Line-manage and coordinate with Administration team members (Events Organiser and Receptionist) to ensure there is adequate cover for Reception and other administrative support services.  During peak periods and holidays this may include the need to provide Reception cover.
· Take minutes at non-scientific meetings as required, ensuring key actions are noted.

Mange the administration of the Institute’s reviews and other scientific meeting and retreats and other staff events.

· Under the direction of the Chair of the Scientific Organising Committee or Head of Research Management ensure the provision of comprehensive administrative support for various Beatson events, specifically Beatson retreats and open evenings.

· Advertising and promoting events; booking venues and accommodation; arranging travel for guest speakers etc., ensuring all deadlines are met.


To provide diary management and admin support to senior managers as required.

· Provide high quality professional administrative support to Senior Managers as requested.
· Including

· Book travel and accommodation as required.

· Process expense claims and invoices promptly and accurately.

· Organise Outlook diaries and arrange meetings as requested taking into account the availability of the meeting participants, the purpose of the meeting and the preparation necessary for the meeting.

· Book meeting venues/rooms, social events, catering, videoconferencing facilities and necessary resources and equipment.

· Be aware of, and responsive to, the changing demands of your stakeholders and adopt a flexible and pro-active approach to work.

General 

· In liaison with Head of People and Culture and Institute Director, organise Town Hall meetings and associated communications.

· Assist Head of Research Management with on-site reviews and CRUK visits (SAB meetings; Advanced Technology Reviews; Senior Staff Scientific Reviews and Promotion Reviews).

· Act as a point of contact for stakeholders, dealing with enquiries, both internal and external and putting enquirers in touch with the relevant person or department. Screen your stakeholders from unnecessary interruptions and deal with issues personally whenever possible.

· Organise Institute social events such as Christmas Party, retirements, etc.

· Ensure an efficient flow of communications and information and be aware of current issues.

· Ensure discreet handling of all business.



STANDARDS OF PERFORMANCE

· Work efficiently, cost-effectively and in a flexible manner
· To meet objectives within pre-determined timescales
· Effective communications to be maintained with all staff
· Strict adherence to protocols, Institute policies and Health & Safety instructions



KEY RELATIONSHIPS
Internal	External
Head of Research Management	Conference Organisers
Senior Management Team 	University of Glasgow
Admin Staff 	Travel Companies
Director EAs	Hotels	
Group Leaders
Human Resources Manager	
Laboratory Staff	
Finance
IT
				         


KEY SKILLS

Excellent organisational skills
Excellent communication skills
Proficient with using standard Microsoft Outlook, Word and Excel packages


PERSON SPECIFICATION

Essential

· Extensive experience in a senior administrative capacity 
· Excellent interpersonal and communication skills and ability to communicate with a wide variety of people
· Ability to problem solve within area of work/knowledge using initiative and judgement
· Ability to work unsupervised and organise own work to meet deadlines 
· Ability to work under pressure individually or as part of a team to meet tight timescales
· Ability to manage multiple tasks
· High degree of accuracy and attention to detail
· Proficient with using standard Microsoft Outlook, Word and Excel packages 
· Able to work in a confidential/sensitive environment
· A flexible approach 

Desirable

· An awareness of the work and ethos of the Institute
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