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Administrative Assistant – Executive Support Team

	Faculty Area:
	Faculty Executive Support and Administration Team

	Job Title:
	Administrative Assistant (Maternity Cover)

	Department/Subject:
	Faculty Executive Support and Administration Team

	Salary:
	Grade 4: £23,881  - £25,733 per annum together with NEST pension benefits

	Hours of work:
	Full Time, 35 hours per week.  The post holder will be expected to work flexibly as necessary in order to fulfil the duties and responsibilities of the post.

	Number of positions:
	1

	Contract:
	This is a fixed term position to cover maternity leave as soon as can be arranged to 31st March 2027.

	Location:
	This position will be based primarily at the Bay Campus and on Singleton Campus as required.



	Main Purpose of Post

	To assist the Executive Support Team with: 

1. Providing administrative support to the Faculty Leadership Team dealing with sensitive, confidential and private information. This includes monitoring the team’s email inboxes and assisting with servicing committee meetings which can include some minute taking, delegation of action points and supervision of action progress. 
2. Organising meetings and visits from industrial partners, international delegations or regulatory/professional/accreditation bodies.
3. Responding to enquiries, telephone calls, queries from members of staff; members of the public; outside organisations and external stakeholders; to work autonomously and proactively in dealing with day-to-day operational business. 
4. Ensure Faculty Executive Team correspondence is appropriately managed with sensitivity and the highest degree of confidentiality at all times. 
5. Welcoming visitors to the Faculty and assisting with associated arrangements including room bookings, room set up, travel arrangements, ordering and preparation of catering/refreshments for on campus meetings and events. 
6. Coordinating arrangements for domestic and overseas trips for the Leadership Team ensuring best value. This includes booking flights, hotels, airport transfers and other travel arrangements; and producing itineraries and travel packs. 
7. Assistance with planning and organisation of interview days for new staff, this can include assistance with arranging distribution of applicant forms; organising shortlisting panel meetings; arranging interview panels with senior university management; liaison with People Services e.g. expenses and re-location arrangements, as necessary, for interview candidates; organising catering and refreshments
8. General administration duties including raising internal and external purchase orders and assisting with organisation of arrangements for visitors.
9. Co-ordination of an electronic filing system for Faculty Leadership Team members’ documents. This will include meeting and project documents, staff details, People Services matters, organisational structures etc. 
10. Undertake any other duties as directed by members of the Leadership Team within the Faculty.
11. To contribute to a culture of change and continuous service improvement within the Faculty.
12. Plan Faculty events, conferences and seminars and work to support their successful delivery. These may be on campus, at external venues or online.
13. Organising document workflow for review and signature/authorisation.

	General Duties
	· To fully engage with the University’s Performance Enabling and Welsh language policies.
· To promote equality and diversity in working practices and to maintain positive working relationships.
· To lead on the continual improvement of health and safety performance through a good understanding of the risk profile and the development of a positive health and safety culture. 
· Any other duties as directed by the Faculty Leadership Team or their nominated representative expected within the grade definition.
· To ensure that risk management is an integral part of your day to day activities to ensure working practices are compliant with the University's Risk Management Policy.

	Professional Services Values
	All Professional Services areas at Swansea University operate to a defined set of Core Values - Professional Services Values and it is an expectation that everyone is able to demonstrate a commitment to these values from the point of application through to the day to day delivery of their roles. Commitment to our values at Swansea University supports us in promoting equality and valuing diversity to utilise all the talent that we have.
 
We are Professional
We take pride in applying our knowledge, skills, creativity, integrity and judgement to deliver innovative, effective, efficient services and solutions of excellent quality.

We Work Together         
We take pride in working in a proactive, collaborative environment of equality, trust, respect, co-operation and challenge to deliver services that strive to exceed the needs and expectations of customers.

We Care
We take responsibility for listening, understanding and responding flexibly to our students, colleagues, external partners and the public so that every contact they have with us is a personalised and positive experience.
Commitment to our values at Swansea University supports us in promoting equality and valuing diversity to utilise all the talent that we have.


	
Person Specification

	Essential Criteria:
Values:
· Demonstrable evidence of taking pride in delivering professional services and solutions.
· Ability to work together in an environment of equality, trust and respect to deliver services that strive to exceed the needs and expectations of customers.
· Demonstrable evidence of providing a caring approach to all of your customers ensuring a personalised and positive experience.
Qualification:
GCSE minimum required.

Experience, Knowledge and Skills:
· Experience of working in a role where strong verbal and written communication skills were required to respond to liaise with a range of people, providing a positive customer experience.
· Exceptional organisational skills to ensure all deadlines are met and that work is effectively prioritised. 
· Experience of scheduling meetings and taking minutes and creating action plans or clear transferable skills.
· Excellent written and proofreading skills with a keen eye for detail and the ability to work quickly and accurately. 
· Experience of understanding, interpreting and applying procedures/processes and regulations.
· Experience from a role/s which required multi-tasking and a pro-active approach.
· Experience of accurate data entry and maintaining information records. 
· Ability to recognise the importance, sensitivity and confidentiality of issues and ensure that they are dealt with effectively and appropriately.
· Experience of working in a ‘people based’ environment with strong interpersonal skills
· Demonstrable problem solving abilities.
· The ability to download, format and present information to a high standard. 
· Highly developed IT skills with the ability to use a range of online systems.


Desirable Criteria:
· Ability to communicate in Welsh.
· Professional, further or higher education qualifications.
· Experience of working within Higher Education or a stakeholder organisation.
· Experience in Executive/Leadership support functions/teams.


	Welsh Language Level
	Level 1 – ‘a little’ - pronounce Welsh words. Able to answer the phone in Welsh (good morning / afternoon). Able to use very basic every-day words and phrases (thank you, please etc.). Level 1 can be reached by completing a one-hour training course.

For more information about the Welsh Language Levels please refer to the Welsh Language Skills Assessment web page, which is available here.

	Additional Information
	Informal enquiries:                                
Kelly Bevan: K.A.Bevan@swansea.ac.uk.  
Leighan Evans: S.L.Evans@swansea.ac.uk.
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