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University of Derby Job Description
Job Summary
Job Title
Senior Administrative Assistant
College/Department 
External Relations
Location
Kedleston Road, Derby, DE22 1GB
Job Reference Number
0006-26
Salary
£26,981 to £28,213 per annum (for exceptional performers, there is scope for further progression up to £32,445 per annum)
Reports To
Associate Director
Line Management Responsibility
No
Job Description and Person Specification
Role Summary
To proactively co-ordinate the administration activities associated with a full External Relations service. This role will primarily support the development and enhancement of the systems that are used across the External Relations portfolio. The purpose of the role is to support an Associate Director to deliver an outstanding External Relations experience to stakeholders across the university.
The role will also include administration for events and project work. This will require frequent interaction with colleagues, customers and external stakeholders where a high level of written and verbal communication skills will be required to deliver excellent customer service. The role will require the postholder to work autonomously and use initiative to resolve problems and queries relevant to their responsibilities. Strong IT capability will be essential, as there will be IT/database activity on our various systems, spreadsheet work, diary/email management and development of the External Relations intranet site. They will also support the continuous improvement of our systems.
This post will be based within the External Relations Directorate, aligned to one of the Associate Directors.
Principal Accountabilities
1) To provide a high-quality customer service to both internal and external customers and colleagues, handling enquiries and responding to requests in line with timescales agreed, via telephone, email or in person.
2) To provide first line contact support to staff using/accessing External Relations services, identifying trends in queries and scoping improvements to services.
3) To ensure the External Relations processes are being accessed and used effectively in line with protocols and guidelines, this may involve creating new documents, maintaining trackers, supporting internal audits, as determined by the Associate Director.
4) To undertake project work, research information and create draft documents, developing project plans, servicing meetings, preparing briefing papers, following up on actions.
5) To develop and maintain mechanisms for the recording, updating and retrieval of information and provision of data, operating with a high level of attention to detail¸ including use of Customer Relationship Management (CRM) systems.
6) Co-ordinate appointments, arrange and organise meetings, as appropriate.
7) To maintain, review and update information held on the intranet site.
8) To provide cover for the administrative support for External Relations project work, which includes seeking, researching and interpreting key data, managing communication, producing project timelines (e.g. Recruitment campaigns) and assisting the team with a range of internal events and meetings.
9) To support the Associate Director and their teams to market and promote our services to ensure maximum participation in events, such as open days.
10) To follow the financial regulations to raise purchase requisitions, track orders and invoices ensuring effective and accurate records to be able to provide a full picture of spend against budget for a defined area.
11) To maintain a highly professional and people centred approach, including role modelling the University’s values & behaviours.
12) Provide support for key University and Departmental events e.g. Enrolment and Awards Ceremony, Away Days, Social Events.
Person Specification
Essential Criteria
Qualifications
· GCSE or equivalent Maths and English (Grade C minimum or equivalent)
· A Levels (or equivalent experience)
· IT related qualification up to Level 3 (or relevant demonstrable experience)
Experience
· Experience of working in a busy customer service environment
· Previous administrative/office experience
Skills, knowledge & abilities
· IT literate i.e., can use key functions on all core/intermediate Microsoft packages to a high standard, including Excel, Outlook, Word and PowerPoint
· Confidentiality and sensitivity
· Ability to demonstrate a strong customer service ethos
· Ability to consistently produce accurate written communication that is well structured
· Excellent communication skills both written and verbal
· Ability to work in a team and on own
· Accuracy and attention to detail
· Ability to react positively to frequently changing priorities and deadlines, and deal with unforeseen circumstances
Business requirements
· Willingness to work flexibly and be responsive to business needs and customer expectations (will require some late/evening/weekend work)
· Willingness and flexibility to travel and work between University and external sites in a cost effective and timely manner
· Ability to work outside of normal working hours (including some evenings and weekends), to support the business during key University events, such as Graduation, Clearing and Open Days
Benefits
The University of Derby believes in providing choice to our people suited to their needs or life stages. Offering a number of salary sacrifice options, a generous holiday entitlement starting from 26 days plus bank holidays and 4 concessionary days and a host of family friendly policies, mean that splitting your time and finances can be easier. For those with prospective students in the household, we also offer tuition fee support to partners and children and, not forgetting you, we offer financial support for accredited learning.
Our competitive 'total reward' offering has something for everyone and looks to reward and recognise people in different ways.
Core to the package is a competitive pay structure and generous public-sector pension schemes. Our pay structure allows for stepped progression in role and is reviewed against the market and, where applicable, awarding national pay awards annually. Further financial support is offered through our generous pension contributions in support of your retirement fund with those within our Teachers’ Pension Scheme receiving an employer contribution of 28.6% of salary and those within the Local Government Pension Scheme at 23%. 
Wellbeing at Derby features within our benefits options from our Employee Assistance programme through to our eyecare voucher scheme, not to mention the discounted membership for our on-site gym at our Kedleston Road campus. With our Inclusion and Wellbeing Networks, there really is support for everyone.   
We also facilitate ‘Give as You Earn’ options to donate to your preferred charities straight from your pay which enhances the amount your charity receives for your donation.
At the University of Derby, we celebrate loyalty and achievements through our Staff Excellence Framework be it financially, or non-financially. We aim to foster a culture of boldness and brilliance in our people, and from a simple thank you through to a local awards ceremony, we recognise and celebrate notable achievements of our colleagues.  
For more information on the benefits of working at the University of Derby go to the Benefit pages of our website.
Our People 
The University of Derby is committed to promoting equity, diversity and inclusion, regardless of age, disability, trans status, marriage and civil partnership, pregnancy and maternity, race, religion or belief (or none), sex and sexual orientation. 
We are Disability Confident Employers, demonstrating our commitment to disability inclusion, and invite applicants to highlight adjustments they may require to ensure equitable participation in our recruitment processes.
Further, we are committed to ensuring an environment which is trans and non-binary-inclusive for all our staff, students, partners, and visitors, and continuously review our policies, guidance and training.
When applying to join the University, you can choose your preferred title, including the gender-neutral title 'Mx'. We also ask our candidates if they would like to share their preferred pronouns. This is voluntary but demonstrates our commitment to inclusivity for trans and non-binary candidates. Once employed, you can add pronouns and preferred names onto our system.
The University of Derby undertakes anonymised shortlisting during the staff recruitment process. This means that, when shortlisting, panel members will not be able to see an applicant’s name and will see an applicant number instead. This demonstrates the practical steps we are taking to remove barriers to recruitment by minimising the possible impact of our unconscious bias.
However you identify, we actively celebrate the knowledge, experience and talents each person brings. Our students come from a wide range of backgrounds; therefore we are particularly interested to hear from applicants who will help our leaders and teams be more reflective of our student population.
For more information on equity, diversity and inclusion at the University of Derby, please visit our website.
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