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THE UNIVERSITY OF MANCHESTER

PARTICULARS OF APPOINTMENT

FACULTY OF SCIENCE AND ENGINEERING 

DMEx RESEARCH CENTRE

EXECUTIVE ASSISTANT DMEx

Vacancy ref: SAE-030186

Salary:		Grade 5 £32,080 to £36,636 per annum, depending on relevant
			experience

Hours:		Full Time (35 hours per week, 1.0 FTE)

Duration:		34 months 

Location:		Oxford Road, Manchester

Responsible to:		DMEx Operations Manager
____________________________________________________________________________

Enquiries about the vacancy, shortlisting and interviews: 
Email: len.williamson@manchester.ac.uk
____________________________________________________________________________

Overall Purpose of the Role
The purpose of this job is to provide high quality administrative and secretarial support and guidance to the DMEx Director and senior team; including providing proactive management of the Centre’s governance and reporting protocols and procedures. 

The role will involve working in a fast-paced environment, dealing with complex multi-stakeholder relationships, and will need an individual that is able to proactively manage demands and requests for information.

The team: 

The Defence Materials Centre of Excellence (DMEx) is a 5-year programme established by Dstl to support the delivery of the MOD’s Advanced Materials Programme’s ‘Materials in Extreme Physical Environments’ theme. The post holder will be working within the Project Management Office based at the Royce Institute, at the University of Manchester alongside the DMEx project team.    

The Centre is comprised of 25 partner organisations, including many of the leading UK academic institutions in materials science, the High Value Manufacturing and the Space Applications Catapults, and several leading materials-centric Research and Technology Organisations.

Please note that successful candidates may be required to undertake Baseline Personnel Security Standard checks and potentially undergo Security Clearance. Due of the nature of this clearance, candidates will need to have sole UK nationality. DMEx has an ethnically diverse team of UK nationals.

This role is on-site 4 days per week with flexibility

Key Responsibilities, Accountabilities or Duties:  

DMEx is an evolving, dynamic research centre and the appointees will therefore be expected to demonstrate flexibility and adaptability to meet its developing needs. The indicative range of duties is expected to include, but is not limited to:  
 
Coordinating executive schedules and communication
· Managing and prioritising the Director’s diaries, emails, and correspondence.
· Proactive management of the Director’s diary to maximise productivity and optimize meeting scheduling with multiple external stakeholders. 
Developing administrative systems and managing correspondence
· Creating and maintaining systems for managing all incoming and outgoing correspondence.
· Updating and maintaining databases, archives, filing systems, and contact lists

Managing the Centre’s Governance meetings and preparing reports
· Organise and manage the Centre’s 6 monthly Governance reviews, quarterly Progress Reporting sessions (QPRs) and Materials Technology Exploitation Group meetings (logistics, agenda, pack collation, minute taking and progressing action closure); 
· Organise and manage the Centre’s monthly management and operations meetings;
· Supporting collation and production of reports to support the governance and operational meetings.
· Maintain up to date contacts lists for the Centre. External engagement.
· Act as an ambassador for the Director and Centre in building positive and mutually beneficial working relationships with our funders, external partners and academic and professional services colleagues across the University. 
· Support and manage the Centre’s contacts and distribution lists.  
Planning meetings and supporting logistics
· Managing conflicting demands to plan productive meetings for the Director and senior staff.
· Assisting with the logistical aspects of events, ensuring preparedness and information dissemination. Organising travel and accommodation
· Arranging travel and accommodation for the team, both within the UK and internationally, and associated expenses management.
PMO support and coordination 
· Providing general administrative support for the operation of the Centre, as required; including assistance with recruitment, team meetings, and meeting management. 
· Arranging and monitoring visitor access
Additional
· Please note that infrequent travel in the UK may be required (with notice) to support DMEx meetings, conferences or partner visits.

Essential Skills, Knowledge and Experience

Applications will be scored against the points below so please give detail on how you meet each of these in your supporting statement 

· Exhibit proficiency in IT, with advanced knowledge of Microsoft Office applications, particularly Word, Excel, and Outlook.

· Possess solid experience in high-quality administrative support at the senior management level.

· Have experience working with systems, processes and senior stakeholders in large, complex organisations.

· Be able to work effectively both independently and as part of a team, contributing to team objectives.

· Have excellent organisational skills, with the capacity to manage a dynamic workload effectively and independently.

· Be resilient, with well-developed communication skills and a demonstrated ability to manage multiple complex stakeholder relationships.

· Strong written communication skills, including the ability to collate, proofread, and edit non-technical reports for governance and operational purposes.

· Have the ability to quickly assimilate information and understand new topics in depth.

· Possess a good understanding of how to effectively respect and protect highly confidential work.

· Display a high level of self-motivation and flexibility, with the initiative to resolve problems independently.

· Be flexible in approach and willing to engage in training and development to enhance skills and knowledge.



The above particulars are intended as a general guide to the duties of the post and the conditions of service.  They do not constitute a contract of employment between the University and the person appointed.  The successful applicant will, however, receive a full set of conditions of service on appointment.
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