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Step 1 Review the standardised job description
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
	Project Coordinator/Administrator 

	Standardized Job description code
	GENPM-01
	Grade
	5

	Role Purpose

	Provides support to projects by taking responsibility for administrative tasks, communicating with stakeholders and working towards project deliverables.

	Grade Descriptors

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


	· Take responsibility for carrying out processes, providing guidance and support to ensure efficient and accurate execution of tasks and adherence to policies and regulations.

	· Takes responsibility for planning own tasks and efficiently coordinates activities related to planning and reporting.

	· Proposes improvements to procedures, interpreting customer needs, and often contributing to decisions impacting operations.

	· Engages in daily communication and networking to cultivate professional relationships to enhance learning and development for self and team.

	· Communicates effectively, considering the audience and ensuring clarity and precision in conveying information and insights.

	· Applies a practical understanding of procedures to identify and resolve technical or procedural challenges encountered.

	· Possesses a comprehensive understanding of relevant systems and procedures, continuously pursues specialist development, and applies this expertise to support the function effectively.


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

	[bookmark: _GoBack]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

	· Assist with the development and maintenance of project plans, making necessary adjustments and tracking progress.

	· Communicate with project stakeholders, selecting appropriate methods, to gather project requirements and proactively provide updates.

	· Contribute to the preparation of project budgets, monitoring expenditure and ensuring adherence to best practice and university financial guidelines.

	· Prepare and maintain project documentation including accurately capturing actions, project plans and reports ensuring adherence to processes and procedures.

	· Coordinate project meetings, including scheduling, preparing agendas and capturing actions.

	· Facilitate proactive, effective communication and collaboration across project team, working collaboratively with cross-functional teams to ensure alignment and successful project execution.

	· Provide support to project lead in monitoring project scope and ensuring deliverables and milestones are met and in accordance with budget.

	· Participates in professional networks and working groups to share and adopt best practices, supporting continuous improvement.

	Selection Criteria
Essential [defined by SJD] 

	· Experience organising project activities.
· Proven ability to communicate effectively with colleagues and stakeholders.
· Ability to plan and prioritise own tasks and to work effectively to deadlines.
· High level of attention to detail, with a demonstrated ability to ensure adherence to established processes and procedures in documentation and reporting.
· Able to work independently and as part of a project team.



	Desirable

	














	Date
	

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