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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
	Senior Executive Officer

	Standardised Job description code
	GENPE-04
	Grade
	7

	Role Purpose

	Provision of high-level executive and administrative support to senior staff, managing departmental business matters independently, overseeing processes, and leading a team to ensure the smooth running of day-to-day operations.

	Grade Descriptors

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


	· Oversees a small team or specific function, providing leadership and direction to junior members of the team including guidance, advice, mentorship, and support.

	· Plans and coordinates budgets, performance, resources and projects

	· Demonstrates extensive expertise and proficiency in administrative processes and procedures.

	· Conducts comprehensive analysis and research, interpreting complex data to inform strategic decision-making.

	· Prepares detailed reports and communicates insights effectively to stakeholders, offering insights and recommendations to enable decision-making to committees.

	· Cultivates strong relationships with stakeholders both internally and externally, fostering collaboration and synergy to achieve common objectives.


	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 high-level executive and administrative support to senior staff, managing departmental business matters independently, planning and organising workload with discretion and sound judgement.

	· Work collaboratively with colleagues to ensure efficient day-to-day operations, contributing to planning, governance, committee support, space/resource management, and other key initiatives.

	· Prepare high-quality, confidential documentation such as briefing papers, reports, and presentations, undertaking research and liaising with internal and external stakeholders to support informed decision-making.

	· Provide proactive senior committee management services, planning, coordinating and drafting agendas/papers, highlighting matters for discussion and following up on actions.

	· Develop and implement efficient working practices, overseeing senior diary management, prioritising correspondence, managing complex travel arrangements, and improving processes where required.

	Team 
· Lead a team of PAs to deliver services to multiple senior staff, allocating tasks, ensuring best practice, and compliance with University policies.
· Act as a point of contact for less experienced administrative staff, providing guidance, coaching, and mentoring to support professional development.
· Lead on training and development initiatives to set departmental standards for PA services.

	Projects
· Take the lead on selected projects, initiatives, and events, coordinating stakeholders, monitoring progress and budgets, and ensuring successful delivery.

	Communications
· Manage a wide range of confidential communications from internal and external stakeholders, exercising initiative, sound judgement, and diplomacy.

	· Foster collaborative relationships across the PA community, the department, wider University, and external partners, sharing information and best practice.

	· Actively participate in relevant forums and networks to exchange ideas and promote service improvement.

	Selection Criteria
ESSENTIAL [defined by SJD] 

	· Extensive experience delivering high-level Executive/Personal Assistant support to senior staff.
· Strong administrative skills, including drafting correspondence, diary management, prioritising work for others, travel and meeting coordination.
· Excellent IT skills, including Outlook, Word, Excel, and PowerPoint.
· Ability to contribute to departmental strategies and objectives in collaboration with senior staff.
· Strong interpersonal and communication skills, with the ability to influence at all levels and build professional relationships.
· Ability to work independently, managing workload and deadlines with flexibility and a proactive approach.
· Experience handling highly confidential and sensitive matters with tact and discretion.
· Proficient in planning and organising events and initiatives.
· Excellent attention to detail and high degree of accuracy.


	Desirable

	· Experience using financial information systems (e.g., Oracle Financials).
· Experience organising high-level events or conferences.




	Date
	

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
















Standardised Job Description3

Standardised Job Description3


image2.png
UNIVERSITY OF

OXFORD





image3.svg
                                                                          


