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Job Description

Job title: Head of the Vice-Chancellor’s Office
Salary range and conditions: Senior Staff SS4, range (85%) £73,993 to (115%) £100,109
Department/Division: Vice-Chancellor’s Office

About the Vice-Chancellor’s Office 
The Vice-Chancellor’s Office is the central executive function that enables the Vice-Chancellor to lead Lancaster University effectively as its chief academic and executive officer. Operating in a fast-paced, responsive and agile environment, it provides proactive and pragmatic strategic, leadership and operational support, ensuring the Vice-Chancellor and Strategic Leadership Team (SLT) can set direction, make timely decisions and deliver the University’s priorities across education, research and engagement.

Working at the heart of the institution, the Office coordinates senior leadership activity, at the UK and international campus operations, supports governance processes and facilitates engagement with key internal and external stakeholders. It ensures alignment across the University, manages the flow of executive business and adapts quickly to emerging priorities, acting as a critical enabler of institutional performance, reputation and impact.

Job purpose
As Head of the Vice Chancellor’s Office (VCO), you will play a crucial role in providing strategic guidance, leadership, and support to the Vice-Chancellor and SLT, with overall responsibility for the Executive Support function including line management of the Senior Executive Assistant to the VC who manages the wider PA/EA team. Your primary responsibility will be to offer expert advice and insights on various aspects of higher education, including policy development, institutional governance, stakeholder engagement, and the overall advancement of the institution.

The Vice-Chancellor’s office is a fast-paced and often pressured environment. The postholder will be expected to manage competing demands, dealing with wide-ranging and complex priorities, exercising a high level of personal responsibility, and confidentiality, with sensitive University information at all times, both within and outside the University.

This role is a highly proactive, responsible for coordinating business, strategic projects, and communications across the Vice-Chancellor’s portfolio as well as preparing presentations, analysis and reports on their behalf.

Key responsibilities and duties  
  
Strategic planning and policy development:  
· Collaborate with the Vice-Chancellor and SLT to support the develop and implement the institution's strategy, ensuring alignment with national and regional higher education policy.
· Conduct research, analyse data, and provide recommendations on emerging trends, best practices, and potential opportunities for institutional sustainability and development.
· Assist the executive team in the formulation and implementation of policies and procedures that enhance the overall effectiveness and efficiency of the institution.
· Provide support to SLT on strategic change projects including drafting papers and project plans.
· Support large institutional bids for funding led by the executive team.
· Working closely with the PVC Research and Enterprise, provide support to REF preparation.

Stakeholder engagement:
· Act, when needed, as a liaison between the Vice-Chancellor and internal/external stakeholders, including government agencies, regulatory bodies, industry partners, and community organisations.
· Represent the Vice-Chancellor when needed at key meetings, conferences, and events, fostering positive relationships and promoting the institution's mission and values.
· Work collaboratively with colleagues across the University including student representatives to address concerns, gather feedback and promote a culture of inclusivity and engagement.
 
External relations:
· Work closely with the Vice-Chancellor and the Fundraising Team to identify and secure funding opportunities, including philanthropic donations, grants, and partnerships.
· Collaborate with marketing and communications teams to enhance the institution's reputation and visibility through effective branding, media relations, and digital engagement.
· Support the Vice-Chancellor in fostering strong relationships with alumni, donors, and influential individuals within the higher education sector.
      
Working with others
· Line management of the Senior Executive Assistant to the VC, who leads the executive support function.
· Contribute to positive working relationships to deliver the University’s strategic goals, working in partnership with Executive colleagues, Directors, other senior managers, and staff by leading by example, and actively promoting equality and diversity.
  
Professional development and knowledge sharing
· Stay updated on the latest trends, research, and innovations in higher education, both nationally and internationally.
· Contribute to relevant publications, research projects, and conferences to enhance the institution's academic reputation and profile.

General Duties 
As duties and responsibilities change, this job description will be reviewed and amended in consultation with the post-holder. The post-holder will carry out any other duties as are within the scope, spirit and purpose of the job as requested by the line manager.

Job Hazards/Safety-Critical Duties and Pre-employment Checks
On occasion, the post-holder may be required to work alone in a customer-facing space. Full risk assessments will be conducted to ensure personal safety, and appropriate emergency procedures are in place.
 
Physical Demands 
On occasion, the post-holder may be required to travel to attend events which involve working evenings weekends. Full risk assessment would be undertaken where required.
 
Additional Information 
The duties outlined above are not intended to be exhaustive and may change as organisational needs evolve. As duties and responsibilities change, the job description will be subject to periodic review and amendment in consultation with the post-holder.

The University recognises and celebrates good employment practice that addresses inequality in higher education and promotes the wellbeing of all colleagues.
The University is committed to fair, lawful and inclusive employment practices in accordance with the Equality Act 2010 and relevant professional standards. All staff are expected to conduct themselves professionally and respectfully at work and to contribute to an environment free from unlawful discrimination, harassment or victimisation. This expectation relates to behaviour and professional practice and does not require staff to hold or express particular beliefs or viewpoints. Selection decisions will be based on merit, professional competence and the ability to meet the requirements of the role.
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