[image: universitylogo.jpg]Job Description


	Job Evaluation Code
	



	Job Title
	Administrative Assistant

	School/Directorate
	School of Medicine / Division of Psychological Medicine and Clinical Neurosciences

	Job Grade
	Grade 3

	Career Pathway
	Administrative



Organisation Structure 
	
Insert Org Chart if available

	Post Responsible To
	

	Posts Responsible For
	



Job Purpose
	
Provide an administrative service to the School/Directorate, as part of the Mental Health Goals (MHG) OMICS project, engaging in and completing a range of routine tasks to meet operational and customer service requirements. Provide support and guidance on administrative and operational procedures, ensure the MHG OMICS team is supported, and key duties undertaken.  




Duties and Responsibilities
	
Key Duties

· Deal with a range of enquiries from internal (staff & students) and external (members of the public) customers in a professional manner, establishing their needs and adapting the standard responses accordingly. 
· Work with others to make recommendations for the development and improvement of current University processes and procedures. 
· Create good working relationships with key contacts to help improve service levels. 
· Undertake a variety of administrative duties to support the team and department. 
· Gather and review data to update administrative systems such as databases and spreadsheets, making sure the information is accurate, and highlighting to your line manager basic trends and patterns. 
· Actively contribute to the success of the team and support the supervision and management of it. 
Specific Duties 
· Coordinate project meetings by scheduling dates, preparing and circulating documentation, taking minutes or notes, and ensuring actions are recorded and followed up, as required. 
· Arrange travel and accommodation for project team members and external collaborators, where necessary. 
· Provide financial administrative support to the project team, including raising purchase orders, receipting invoices, and processing expense claims, in accordance with organisational procedures.   
· Provide comprehensive administrative support to the Project Manager and Project Officer to ensure the effective delivery of the research project. 
· Prepare and distribute recruitment packs for participating sites, ensuring all documentation is accurate and up to date. 
· Liaise with recruitment sites and other stakeholders to support participant recruitment, respond to queries, and maintain effective communication. 
· Assist with the coordination of project activities, maintaining accurate records, documentation, and project tracking systems. 
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. 





Person Specification 
	Essential Criteria

	
1. Ability to carry out a variety of administrative tasks, including writing clearly and concisely. 
2. Experience of working in an administrative or office setting. 
3. Experience of using common office IT packages (e.g. MS Office, e-mail etc.). 
4. Ability to set up and maintain standard administrative systems and procedures, including using University systems to collate and record data online and in hard copy. (Training will be provided where required). 
5. Ability to communicate with a wide range of people effectively and courteously whilst maintaining professional standards, adapting your language and style of communication depending on who you are communicating with. 
6. Ability to work well with your team, knowing how to give advice, guidance and feedback (to colleagues and members of the public) as appropriate.  
7. Ability to deal with requests for information or service, resolving customer issues where appropriate, or being able to escalate where necessary. 
8. Ability to plan and organise your own workload within agreed timelines as set by your Line Manager. 
9. Ability to use your initiative to solve problems and respond to queries, finding and proposing the best solution. 
10. A willingness to undertake further training and development.  



	Desirable Criteria (if appropriate)

	
1. Experience of working in a Higher Education environment.
2. Experience of working in a research administration role.  
3. Ability to speak/understand Welsh or a willingness to learn. 





Additional Information
	
We are looking for a team player who will work with colleagues to provide a great service to staff and students. You don’t need to have worked for a University before; this is an opportunity to show your potential and start or continue your career at Cardiff University. 

This role may be an opportunity for you to build on your experience from working in a previous administrative role or environment, showing your transferable skills and potential 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 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 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). 

Please ensure when submitting this document / attaching it to your application profile you name it with the vacancy reference number, in this instance for this post, ID:375 

If candidates do not provide written evidence of meeting all of the essential criteria then their application will not be progressed. The School of Medicine welcome the submission of CVs to accompany evidence of the job-based criteria.
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