CARDIFF UNIVERSITY JOB DESCRIPTION AND PERSON SPECIFICATION 



Job Title: 				Project Officer

School/Department/College: 	Organisational and Staff Development

Job Grade: 				Grade 4

Line Manager:	Dr Rhiannon Robinson, Welsh Crucible Programme Manager

Starting salary: 	£28,031 per annum (with annual increments up to £31,236 per annum) Pro rata for part-time staff.

This appointment is part-time (17.5 hours per week) and is fixed term from 1st October to 31st December 2027.  
This post offers an excellent career development opportunity and may also be suitable as a secondment.

JOB PURPOSE 

We are seeking a proactive and enthusiastic Project Officer to join Cardiff University's Organisational & Staff Development team and play a key role in delivering the award-winning Welsh Crucible programme.
About Welsh Crucible
Welsh Crucible is a prestigious leadership and development programme for researchers across Wales. It brings together promising researchers from different disciplines and institutions to develop their leadership capabilities, create interdisciplinary collaborations, increase the impact of their research, and expand their professional networks.
As the Welsh Crucible Project Officer, you will support the programme, helping to ensure its smooth delivery and providing an excellent experience for participants, facilitators and stakeholders.
About the Role
This varied and rewarding role will see you providing comprehensive administrative and operational support for Welsh Crucible's rolling programme of activities. Acting as the first point of contact, you will deliver a professional, responsive and welcoming service to participants and partners, while coordinating a range of programme-related activities throughout the year.
Working closely with colleagues in the Welsh Crucible team, you will support programme administration, events and communications, helping to ensure the programme continues to deliver a high-quality experience for researchers across Wales.
This role is eligible to be offered on a blended working basis, meaning that as well as spending time working on campus you can also choose to spend some time working from another location, e.g. your home. The University is committed to offering this flexibility, wherever the role and business need allows, supporting work-life balance.

This is an exciting opportunity to contribute to a nationally recognised researcher development programme and join a supportive and collaborative team within Cardiff University, working in an environment committed to learning, development and excellence.
Cardiff University offers many excellent benefits, including 45 days annual leave (including bank holidays), local pension scheme, a cycle to work scheme and other travel initiatives, annual increments within the pay scale, and more. It is an exciting and vibrant place to work, with many different challenges and is a proud Living Wage supporter.


DUTIES AND RESPONSIBILITIES

Key Duties
· Act as the first point of contact for Welsh Crucible enquiries, responding professionally and efficiently to participants, stakeholders and external partners, and tailoring information to meet their needs.
· Provide high-quality administrative support across all aspects of the programme, including supporting the Welsh Crucible Project Group by arranging meetings, preparing agendas and papers, and taking minutes.
· Administer the Welsh Crucible Small Grants Scheme and provide support to grants panel members.
· Coordinate communications with the Welsh Crucible alumni network.
· Coordinate programme activities and events in line with the Welsh Crucible annual calendar.
· Support participant recruitment, application processes and programme communications.
· Arrange meetings, workshops, residential events and associated logistics, including venue bookings, catering, accommodation and equipment.
· Maintain accurate records, databases, programme documentation and financial information.
· Process payments and support financial administration in accordance with University procedures.
· Maintain and update the Welsh Crucible website.
· Assist in the preparation of reports, promotional materials, participant resources and programme evaluation activities.
· Work collaboratively with colleagues and stakeholders to support the effective delivery and continuous development of the programme.
· Contribute to improvements that enhance the participant experience and programme effectiveness.

General Duties
· Abide by all University policies and undergo appropriate personal and professional development.
· Perform other duties which are not included above, but which will be consistent with the role.
· Uphold the Professional Services Values & Behaviours or local equivalent.


HOW WE WILL SUPPORT YOU IN PERFORMING THIS ROLE 

We want to support and develop you in the role, using a combination of the following to help you reach your full potential.

1. Regular one-to-one meetings with your Line Manager.
2. An experienced and supportive team around you.
3. Support to undertake job-relevant training and development, as identified by your Line Manager. 

PERSON SPECIFICATION 

We are looking for someone who is highly organised, proactive and committed to delivering excellent customer service. You will be confident managing multiple priorities, building positive relationships with a wide range of stakeholders, and supporting the professional development of researchers.
We want to employ people with a wide variety of experiences. We welcome applications from all sections of the community regardless of sex, ethnicity, disability, sexual orientation, trans identity, relationship status, religion or belief, caring responsibilities, or age. We are particularly seeking applications from candidates who come from backgrounds that are underrepresented at the University, including people from Black, Asian and Minority Ethnic communities.

This role may be an opportunity for you to build on your experience from working in a previous administrative role or environment with particular interest in researcher development or event management showing your transferable skills and aptitude to be successful in the role. You should be enthusiastic about developing your knowledge and skills to become a valued member of the team.

Your application will be assessed against the following essential and desirable criteria for the role. Please copy and paste this section into a new document and give clear examples of how you can evidence meeting each criteria by writing under each one. You can draw on elements from any aspect of your life (e.g. work, home, education/qualifications or community life) as long as you focus on their relevance to the role.

Please save your supporting statement in a separate document with the title [YOURNAME-BR NUMBER-JOB TITLE] and attach it to your application in the recruitment system, available here.

Please note that these are also the criteria shortlisted applicants will be assessed against at interview and/or by other means (e.g. a skills test).


Essential Criteria 

1. Excellent written communication skills, with the ability to convey information clearly and concisely and adapt communications to meet the needs of different audiences.
2. Good numeracy and IT skills, with experience of using a range of digital systems and software applications.
3. Experience of working in an administrative environment, including the ability to establish, maintain and improve office systems and procedures.
4. Excellent organisational skills, with a proven ability to work accurately, maintain attention to detail and meet deadlines.
5. Strong verbal communication and interpersonal skills, with the ability to explain information clearly and professionally to individuals with varying levels of knowledge and understanding.
6. Ability to build effective working relationships and influence stakeholders within your area of responsibility.
7. Strong customer service skills, including the ability to identify customer needs and adapt services and support accordingly.
8. Ability to use initiative and sound judgement to resolve problems, respond to queries and recommend practical solutions.
9. Ability to work independently and manage competing priorities, planning and organising your own workload while contributing effectively to team objectives.

Desirable Criteria 

1. Experience of working in a similar role or environment, e.g. Higher Education.
2. Experience of event organisation.
3. Experience of processing invoices and administering a budget.
4. Experience of webpage maintenance. 
5. Ability to speak/understand Welsh or a willingness to learn.


