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	Role
	Personal Assistant

	Standardised Job description code
	GENPE-01
	Grade
	4

	Role Purpose

	Provision of effective administrative and organisational support to senior staff, applying established procedures and exercising judgement to prioritise work and ensure the smooth running of departmental operations.

	Grade Descriptors

	[high level core purpose commensurate with grade descriptor] =not to be edited


	· Regularly works within routine processes and procedures and exercises judgment in interpreting procedures to resolve issues effectively.

	· Applies a working knowledge of processes and procedures, and shares information with others as appropriate.  

	· Drafts clear content and efficiently manipulates routine data for analysis, contributing to informed decision-making within the department.

	· Takes ownership of prioritising own tasks, facilitating smooth workflow and operational efficiency.

	· Requires knowledge of appropriate professional practice (e.g. legislation, policies, standards and procedures) relevant to the role.


	CORE RESPONSIBILITIES [high level work which applies to multiple employees] 

	Guidance on what can be changed can be found in the Toolkit for Managers & HR
Changes to core responsibilities must be checked and verified at local HR level to ensure edits are appropriate and remain within grade descriptor boundaries described above

	· Provide day-to-day diary management and administrative support to senior staff, exercising judgement to balance competing priorities.

	· Handle and prioritise incoming communications on behalf of senior staff; respond to routine enquiries promptly and provide advice to colleagues on processes, procedures, and policies.

	· Act as the first point of contact for visitors and callers, managing enquiries professionally and redirecting where appropriate.

	· Deliver day-to-day work in line with established administrative processes and procedures, ensuring consistency and accuracy.

	· Coordinate internal/external meetings, make travel and accommodation arrangements.

	· Maintain routine records, prepare and circulate agendas, papers, and minutes, draft briefing notes, and follow up on action items as appropriate.

	· Provide proactive administrative support on financial matters, including travel, expenses, allowances, and invoice processing.

	· Maintain accurate records and support continuous improvement of administrative processes.

	· Develop effective working relationships with academic and professional services colleagues across the department, central teams, and wider University.

	Selection Criteria
ESSENTIAL [defined by SJD] 

	· Strong IT skills, including proficiency in email, Microsoft Word, Excel, and internet research.
· Good numeracy skills, with the ability to process expenses, purchase orders, and basic financial transactions accurately.
· Experience of handling confidential information with tact, discretion, and professionalism.
· Proven ability to manage and prioritise a varied workload to meet deadlines.
· Strong attention to detail and a high degree of accuracy. 


	Desirable

	· Experience of using financial information systems (e.g. Oracle Financials)



	Date
	

	Edits to core responsibilities checked & verified against grade descriptor by {Departmental HR contact}:
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