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Job Title:  Divisional Officer 
Salary Range and Conditions: G6 £33,002-£37,694
Department/Division: Strategic Planning and Governance 
Reports To:  Director of Strategic Planning and Governance 

About us: 
The Strategic Planning and Governance and Governance Division is responsible for:
· Supporting the development of the University's strategy and monitoring progress of commitments within it;
· Leading planning-related activities within the University and providing key management information;
· Delivering major strategic projects through effective and focused dedicated project management;
· Supporting the University’s governance structure and processes, acting as the primary contact point for OfS, HESA and with our internal audit partner;
· Providing and procuring legal advice on corporate and governance matters;
· Supporting business continuity and compliance through the effective management of risk, business continuity and emergency planning (staff only);
· Ensuring compliance with Freedom of Information and Data Protection regulations and the wider regulatory environment;
· Handling Student Complaints and casework reviews.

Job Purpose
To provide a professional and confidential administrative support for Divisional senior colleagues (the Director of Strategic Planning and Governance, Head of Governance Services, Head of Planning and Analytics and the Head of Strategic Projects), to ensure the smooth operation of the Division and Council-related governance activity.

Main Responsibilities
1. Providing proactive assistance to the Divisional Director for email inbox oversight, diary management, forward planning of workload, advising of impending deadlines, travel arrangements etc taking into account current and forward objectives of the University.
2. To be responsible for advising the Divisional Director of impending internal and external work deadlines and assisting with the preparation of material for these.
3. To act as the first point of contact for the Division and hoc external enquiries; scheduling and supporting planned external visitors and making associated arrangements.
4. To ensure all financial activity, including raising of purchase orders, payment of invoices, approval process for travel claims, Council expenses and internal transfers are carried out efficiently and effectively and are properly authorised, adhere to the financial guidelines and utilise the designated digital system e.g. Agresso.
5. Under the direction of the Divisional Director, to produce the Division’s annual budget figures, to monitor the budgets and to produce the accruals list and outturn, bringing any anomalies to the attention of the Divisional Director.
6. To manage the University’s approved subscriptions portfolio (current value circa £1M) to ensure arrangements are in place for the timely processing and payment of all regulatory and optional subscriptions.
7. To assist or lead on specific ad-hoc projects or any other duties on behalf of the Divisional Senior Leadership Team which are reasonable and commensurate with the grade of the post.
Governance Support
8. Providing effective administrative support to Council and Senate Committee Secretaries preparing and circulating agenda packs and management information as determined by the Head of Governance Services.
9. Pro-actively supporting the timely preparation and production of high-quality papers and presentations for University Committees to meet deadlines and to the required templates and standards for accessibility.
10. Co-ordinating prospective Council lay member recruitment and selection processes and induction activity for new Council and committee members in line with the agreed programmes.
11. Be a point of contact for the University’s solicitors to support effective account management.
12. Liaising with the internal auditors and internal audit action owners to ensure effective liaison with the Senior Leadership Team, timely completion of actions, up-to-date information and reporting.
13. To be the Secretary for a number of Vice-Chancellor Management Advisory groups: constructing agendas, taking minutes and communicating as required with meeting attendees, advising on protocol and making logistical  arrangements.
14. Co-ordinating arrangements for student complaints and student casework review processes, including timely and accurate distribution of information and payment of financial remedies. 
Physical Demands: On occasion you may be required to attend and support Council and Senate events (including off site in the UK) which might involve prolonged periods of standing and some manual handling. A full risk assessment and training will be conducted to ensure personal safety.

Values: In pursuit of our Vision and in keeping with our Purpose, we work to uphold our values:
· We respect each other by being open and fair and promoting diversity
· We build strong communities by working effectively together in a supportive way
· We create positive change by being ambitious in our learning, expertise and action.
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.
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