[image: image1.jpg]C

(14

Royal
Veterinary
College

University of London



JOB DESCRIPTION
This form summarises the purpose of the job and lists its key tasks.
It may be varied from time to time at the discretion of the College in consultation with the postholder.
	Job Title:  Team Administrator – Executive Support Team
	Job ref no: PSD-0307-24

	Grade: 4
	Department: Professional Services (PSD)

	Accountable to:  Executive Assistant to Deputy Principal and Vice Principals
	Responsible for: N/A


	Job summary:

i) To provide effective, efficient and multi-functional, professional administrative support to the Executive Support Team (this team directly supports all members of the Principal’s Advisory Group, including the Principal, Deputy Principal and Vice-Principals). Support includes diary administration, processing transactions on Agresso, travel arrangements and completing expenses for the Executive, alongside a wide variety of administrative tasks to facilitate the smooth running of the overall team and office.

ii) To act as Secretary to the Animal Handling and Clinical Activity Group (AHCAG): 

· To arrange the calendar of meetings of the Committee

· With the Chair, to devise agendas 

· To prepare and distribute agendas, collate papers, and take minutes

· Maintain up to date documentation for the committee (membership list, ToRs)

iii) To support a diverse range of other meetings including Groups and RVC Committees – arranging meeting dates, compiling agendas/papers, chasing up actions and minute taking, as required.
iv) To deputise in the absence of the Secretary, to take the minutes for a range of senior management meetings, which may include but not be limited to Clinical Board, Clinical Operations Group, Hospital Information Systems Group, College Grove Development Steering Group and RVC Vet Practices Board.
v) To co-ordinate events in support of the senior team, e.g. Away Days.
vi) To provide ad hoc support directly to the senior executive, if team cover is limited due to unexpected absences.
vii) To provide cover for members of the Executive Support Team, as required, during planned and unplanned absences.



	Competency: Service Delivery

Key tasks:

1. Assisting the Executive Support Team with diary administration, to include arranging online and in person meetings, booking meeting rooms (internal and external), arranging catering, IT support, booking visitors onto VisitorNet and liaising with Security
2. Raising Purchase Orders (POs)/Sales Orders for members of the senior management team using Agresso, maintaining a database of POs raised, liaising with the Accounts Department to resolve issues
3. Acting as a proxy and processing expense claims for the Principal, Deputy Principal and Vice-Principals via Agresso  
4. Coordinating and reporting the PSD weekly sickness report
5. Coordinating and placing regular stationery, IT equipment and IT software orders, achieving best prices and resolving issues
6. Assisting with ad-hoc projects, including compiling research publications 
7. Office administrative tasks including, but not limited to, maintenance/facilities requests, copying, scanning, greeting visitors

8. Booking travel for the senior management team – to include sourcing appropriate options and best/comparable prices and processing bookings

9. Sourcing venues for external events, providing price comparisons and liaising with venue for agreed events, to include accommodation, meals/dietary requirements, meeting room logistics and payment
10. Managing the annual petty cash return 

11. Maintaining the booking system for the Executive Meeting Room



	Competency: Communication

Key tasks:
1. To act as Secretary to the Animal Handling and Clinical Activity Group (AHCAG) and to provide administrative support for a range of key RVC meetings
2. To deputise for the Secretary for a range of RVC meetings, which may include coordination of agendas, papers and taking minutes.  
3. To liaise with members of the Principal’s Advisory Group in EAs/PAs absence, as required

4. To liaise with PSD staff members regarding confidential sickness absence queries


	Competency: Liaison and networking
Key tasks:

1. To maintain excellent working relationships with the Executive Support Team and their colleagues and maintain good communication with external suppliers/organisations and individuals as required
2. To build and maintain effective working relationships with other departments within the College including CSS, PPS, CBS, Finance, ISD and IT


	Competency: Teamwork and motivation
Key tasks:
1. To pro-actively work with the Executive and Executive Support Team to provide flexible and professional administrative support, ensuring tasks are carried out efficiently, accurately and to required deadlines

2. To diarise regular Executive Support Team meetings and arrange Secretariat gatherings


	Competency: Planning and Organising 
Key tasks: 

1. To manage own, diverse workload to ensure all deadlines are met

2. To manage a range of filing systems in support of the senior management team

3. To maintain records of the costs of travel/accommodation booked for the Principal for the purposes of FOI requests and reconciling spend post travel
4. To provide ad hoc cover directly to members of the senior team, if cover is limited due to unexpected absences in the Executive Support Team

	Competency: Analysis and research
Key tasks: 
1. To maintain an ongoing database of venues for external events (HH and Camden)

2. To provide venue price comparisons for events attended by senior management and make recommendations
3. To update mailing lists as required, collating contact details from emails, websites and other sources

4. From time to time assist with projects relevant to the remit of the Executive, which are likely to require investigation, analysis and some basic research



	Competency: Initiative and Problem Solving
Key tasks: 

1. To ensure best prices for team purchases (travel, events, stationery and equipment)
2. In liaison with members of the Executive Support Team, use initiative to resolve diary clashes and travel issues



	Competency: Knowledge and experience
Key tasks: 

1. Experience of providing comprehensive administrative support for a team of senior professionals with a diverse remit

2. High levels of demonstrable competence in using standard desktop software packages including Microsoft Word, Excel, Powerpoint, Outlook and Adobe


	Flexibility: To deliver services effectively, a degree of flexibility is needed, and the post holder may be required to perform work not specifically referred to above


