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Job Description: Divisional Coordinator
Department: Lancaster Medical School
Grade: 5 - £26,707 - £30,378
Reporting to: Divisional Officer
Supervisory responsibility: None
Key Contacts
· Internal: Divisional Officer, Head of Division, Senior Management Team, colleagues across the Division, Faculty, and wider University
· External: Academic and professional services staff from other higher education institutions, as well as partners in the NHS, social care, and third sector organisations

Role Overview
The Divisional Coordinator provides high-level operational and administrative support to the Division. The role spans a range of functions including research, education, human resources, and divisional operations.
The post holder will proactively support both established priorities and new initiatives, contribute to process reviews, and help drive continuous improvement. Collaboration across the Division, Faculty, and wider University is central to this role.

Key Responsibilities
· Work collaboratively with academic and professional services colleagues to ensure the effective and efficient operational management of the Division
· Support and monitor Human Resources processes, including:
· Preparing high-quality recruitment documentation
· Coordinating induction processes
· Managing engagement and honorary contracts
· Assisting with staff recruitment activities as required
· Ensuring HR processes are delivered to a high standard
· Respond to requests for information and data on behalf of the Division
· Coordinate and service committees and meetings, including preparing agendas, papers, and minutes
· Plan and organise Divisional events
· Provide flexible support across the wider Professional Services team, including covering duties when required
· Liaise with central University services (e.g. Finance, Research Support Office, Procurement, and IT Services) on behalf of the Division
· Support and coordinate engagement with external stakeholders
· Undertake any other duties appropriate to the grade

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 a working environment that is 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.

 
[bookmark: _Int_Zmayxgdd]Find out what it's like to work at Lancaster University, including information on our wide range of employee benefits, support networks and our policies and facilities for a family-friendly workplace.
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