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	JOB DESCRIPTION AND PERSON SPECIFICATION

	JOB TITLE
	Principal’s Office Manager

	REPORTING LINE
	Principal, ARU London

	SUMMARY OF RESPONSIBILITIES 
	· Organise and service meetings and events. Tasks include but are not limited to: preparation of meeting papers, minute taking, compiling, formatting and issuing reports and where appropriate ensuring action points are met
· Manage projects 
· Prepare documentation
· Liaise with members of staff across ARU London and ARU and liaise with key external stakeholders
· Develop internal administration tracking tools 
· Provide the first point of contact for administrative matters
· Carry out general administrative tasks
· Create and maintain records
· Provide administrative support for data collection and presentation activities
· Carry out other duties, commensurate with the grade and remit of the post


	KEY INTERNAL CONTACTS
	· Members of staff across ARU London and ARU 

	KEY EXTERNAL CONTACTS
	· External stakeholders 
· External organisation linked to higher education


	SPECIFIC AREAS OF RESPONSIBILITY 
	In addition to the above summary of responsibilities, the Principal’s Office Manager will work closely with the Principal to:
· provide support with achieving key objectives regarding the student experience and student outcomes and other institutional priorities
· establish and maintain regular and effective communication with all members within the School 
· maintain regular and effective communication with all members of the School leadership team including the Head of School and Course Directors via 1-1 meetings and School leadership team meetings 
· ensure all activities are carried out to the highest possible standards and the necessary evaluation and monitoring procedures are in place to ensure continual improvement 


	OTHER AREAS OF RESPONSIBILITY
	· Carry out management and administrative tasks related to the institution
· Undertake appropriate professional development activities 
· Undertake any other activities reasonably required by the Principal

	KEY PERFORMANCE INDICATORS
	· Graduate Outcomes Survey
· National Student Survey
· Postgraduate Taught Experience Survey 
· Course Evaluation Surveys
· Module Evaluation Surveys
· Student achievement, continuation and completion
· Quality standards



Person Specification:
	Academic/ Professional Qualifications
	E*
	D*
	Assessed
Via*

	Honours degree 
	✔
	
	A

	Honours degree in subject aligned with ARU London course portfolio
	
	✔
	A

	Fellowship of the Higher Education Academy (FHEA)
	
	✔
	A

	Postgraduate qualification
	
	✔
	A

	Experience
	
	
	

	Successful administrative experience in higher education 
	✔
	
	A, I

	Experience of servicing meetings and committees, including minute taking and following up on action points
	✔
	
	A, I

	Using a range of IT and HE information systems
	✔
	
	A, I

	Experience of developing and implementing administrative systems
	✔
	
	

	Successful experience in dealing with confidential matters
	✔
	
	A, I

	Knowledge/ Skills
	
	
	

	Excellent written and oral communication skills 
	✔
	
	A, I

	Excellent interpersonal skills
	✔
	
	A, I

	Excellent IT skills (including Microsoft Office and Google applications
	✔
	
	A, T

	Knowledge of OfS Conditions of Registration and student experience and student outcome indicators 
	✔
	
	A, I

	Project management skills  
	✔
	
	A, I

	Proven customer service skills with experience of responding efficiently and effectively to email enquiries
	✔
	
	A, I

	Ability to adapt to rapidly changing demands, be able to prioritise and to work flexibly
	✔
	
	A, I

	Excellent time management and organisation skills
	✔
	
	A, I

	Ability to develop creative approaches to problem solving, working flexibly as required
	✔
	
	A, I

	Ability to work to a high standard with attention to detail
	✔
	
	A, I

	Personal Attributes
	
	
	

	Ability to plan-ahead and meet deadlines, sometimes under pressure
	✔
	
	A, I, T

	Ability to think innovatively and creatively
	✔
	
	A, I, T

	Ability to work co-operatively
	✔
	
	I

	Positive, enthusiastic and flexible approach
	✔
	
	A, I, T

	Willingness to contribute to the collective life of ARU London
	✔
	
	I

	Other
	
	
	

	Understanding of the external environment in which we operate
	✔
	
	I

	Commitment to own continual professional development. 
	✔
	
	A, I

	Commitment to our Equity Diversity and Inclusion, Safeguarding, Health and Safety, and sustainability policies and procedures and our University’s values
	✔
	
	A, I

	*Criterion to be assessed via: 
· A = application form or CV/cover letter
· I = interview questions, test, presentation
E* = Essential for the role
D* = Desirable for the role
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