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Step 2 Consider what core responsibilities and selection criteria need amending, bearing in mind they should still reflect the grade descriptors (to be verified by local HR)
Step 3 Once the review is completed, please copy the final list of responsibilities and selection criteria to the University job description template
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	Role
	Executive Officer

	Standardised Job description code
	GENPE-03
	Grade
	6

	Role Purpose

	Provision of comprehensive administrative leadership in support of senior staff, managing office operations, coordinating processes, and ensuring the effective delivery of administrative services across the department.

	Grade Descriptors

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


	· Independently resolves issues, demonstrating proactive problem-solving skills.

	· Participates in collaborative decision-making processes suggesting and implementing enhancements to existing procedures. 

	· Takes ownership of the quality assurance within a designated area, establishing and refining protocols as necessary.

	· Conducts detailed data analysis, producing concise reports and factual documentation to support informed decision-making 

	· Contributes sections to comprehensive reports and publications, ensuring accuracy and relevance of information presented.

	· Applies expertise to address complex challenges, leveraging specialized skills and knowledge.

	· Provides guidance to junior staff members within the department, supporting their professional development.


	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

	· Manage the diary and office arrangements for senior staff, using judgement and initiative to resolve issues and adapt to changing priorities.

	· Proactively respond to a range of communications, exercising discretion and acting independently on behalf of senior staff.

	· Take the lead in organising events, conferences, and meetings, including complex domestic and international travel and visa arrangements.

	· Supervise and guide administrative team members, acting as a point of referral for task delegation, prioritisation, and sharing relevant updates.

	· Provide advice and guidance to colleagues and stakeholders on administrative processes, procedures, and compliance with University regulations and policies.

	· Assist in setting standards for the delivery of administrative services, monitor effectiveness, and implement improvements to enhance quality.

	· Prepare correspondence, reports, and other documents to tight deadlines, researching and presenting information concisely for senior staff.

	· Provide administrative oversight to budget preparation and monitor relevant expenditure against budgets, in collaboration with Finance, ensuring compliance with University policies and procedures.

	· Coordinate committee work, including organising business, preparing agendas and ensuring tasks are dealt with in a timely manner.

	· Participate in forum/committee/working group to share information and exchange ideas on best practice.

	Selection Criteria
ESSENTIAL [defined by SJD] 

	· Proven experience managing the office of a senior staff member.
· Extensive experience of diary management, including complex domestic and international travel arrangements.
· Ability to draft correspondence and produce well-presented reports efficiently.
· Excellent organisational skills, with the ability to manage a demanding and dynamic workload, prioritise effectively, and delegate as appropriate.
· Experience of managing processes and procedures, with the ability to resolve administrative issues independently.
· Ability to clearly articulate processes and procedures both verbally and in writing.
· Excellent attention to detail and high level of accuracy.
· Proficient in Microsoft Office applications.
· Flexible and willing to take on new responsibilities as required.
· Ability to work independently and collaboratively, supervising and supporting colleagues as needed.
· Strong interpersonal and communication skills, with the ability to build professional relationships across the department, division, and wider University.
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