
 
 
This job description does not form part of the employee’s contract of employment 
but is provided for guidance.  The precise duties and responsibilities of any job may 
be expected to change over time.  Job holders should be consulted over any 
proposed changes to this job description before implementation. 
 
Job title: Faculty Administrator 
  
Report to:   Faculty Support Officer 
 
Grade:   NG3 
 
Location: various 
 
Purpose: 
 
To provide a range of administrative support to the academic staff of the Faculty to 
underpin the smooth running of Faculty courses. This includes being a member of 
the Faculty Support team and working closely with academic staff to support them 
and our students. 
 
 
Principal Accountabilities 
 

1. Provide efficient and effective administrative support to the academic staff of 
the Faculty, in particular to the Heads of Department, Dean and Faculty 
Registrar and arrange Faculty meetings as required, including drafting and 
circulating minutes and other documents. 

 
2. Provide a courteous and efficient service when dealing with enquiries from 

external agencies, professional bodies, external examiners, students and the 
general public. 
 

3. To prepare examination papers and/or other Faculty documents, including 
course handbooks. 

 
4. Maintain and order adequate stocks of stationery and teaching materials. To 

book catering, travel and accommodation as directed using the Agresso 
Finance System.  
 

5. To create and maintain efficient electronic/manual filing, databases and/or 
websites as required. This includes drafting and uploading information for 
web pages that adheres to house style guidelines. Working with various staff 
members, foster a working relationship with the web support teams, whilst 
monitoring and updating website information to ensure accuracy and 
maintain communication. 

 
6. To organise and co-ordinate, in liaison with academic staff, Faculty 

conferences and events. 
 



7. To play an active part in student enrolment and other activities as required. 
 
8. To undertake any other appropriate secretarial/administrative duties including 

providing cover for absent colleagues as required by the Faculty Support 
Officer to ensure the efficient operation of Faculty administrative services. 
 

9. Undertake any other appropriate administrative duties as directed by the Line 
Manager, which are appropriate to the grade. 
 

 
 
Context 
 
The Faculty Administration supports core business functions of supporting academic 
and business governance and management of the Faculty structure in the 
University, ensuring the effective and consistent implementation of policies, 
procedures and regulations. 
 
This is a key post within the Faculty Registry providing administrative support to 
academic staff within the designated Faculty.   The role will involve dealing with 
senior management, academic, administrative staff and external clients.     Much of 
the work is of a confidential nature and often required within tight deadlines.  The 
ability to work both on his/her own initiative and as part of a team is an essential 
requirement of this role.   
 
The scope of the web based work may involve the following tools: 

• Blackboard for internal messaging to students 
• The hub for staff communications, news, events and announcements 
• The public website for updating content 
• Powerpoint presentations/Word flyers for departmental purposes 

  
Anything beyond this scope should be referred to the Online and Hub teams. 
  
 
 
 



 
PERSON SPECIFICATION 
 
 Essential criteria Desirable Criteria 
Qualifications A level or equivalent experience 

 
  

Graduate or 
equivalent experience 
 

Training and 
Experience 

Experience of working in a team 
 
High standard of numeracy and literacy. 
 
Highly IT literate with excellent MS 
Office skills. 
 
Experience of working in an 
administrative position  
 

Experience of working 
in Higher Education. 
 
Experience of working 
in customer service 
and delivering a high 
standard of customer 
care. 
 
Experience in the use 
and application of 
financial/purchasing 
software 
 

Aptitude and 
abilities 

Strong oral and written communication 
skills and the ability to successfully 
communicate with staff from a range of 
different professional and technical 
disciplines. 
 
 
Ability to establish good working 
relationships with staff, students and 
external bodies 
 
Ability to work in an efficient and 
organised manner with the ability to 
prioritise and handle multiple tasks 
 
Strong attention to detail 
 
Ability to use tact and discretion when 
working with sensitive and personal 
issues 
 
A proactive approach to problem 
solving. 
 
A flexible attitude to changing workloads 
 
Strong commitment to providing 
excellent customer care to a range of 
stakeholders 
 
Strong motivation to work in Higher 
Education 

An understanding of 
the crossover between 
print and online 
publishing and 
familiarity with desktop 
publishing techniques. 

 
Understanding of 
writing, editing and 
publishing web-ready 
content 
 
  
 



 
Personal 
Attributes 

Self motivated with a flexible positive 
attitude. 
 
Ability to work well under pressure on 
own initiative and as part of a busy 
team. 
 
Fully committed to contributing to a 
stimulating learning and working 
environment which is supportive and 
fair, based on mutual respect and trust, 
and in which harassment and 
discrimination are neither tolerated nor 
acceptable. 
  

 

 
Other  
 
At certain times of the year it may be necessary to work outside normal working 
hours. 
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