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Download: Example Job description
Job description 
Post Title:

Project Officer

Grade:

ALC 1/2

Faculty/Department:
Centre for Teaching and Learning, Department for Curriculum Development
Reports to:

CTL Team Leader

1. PURPOSE

To provide administrative support to the Centre for Teaching and Learning.

2. MAIN DUTIES AND RESPONSIBILITIES

· Set up and maintain office systems for the Centre for Teaching and Learning, underpinning successful project delivery

· Plan and oversee national and regional conferences, and internal training and dissemination events

· Maintain and add content to the CTL project website, including production and dissemination of a termly newsletter 

· Manage the Centre’s network of contacts outside the University and communication with a national network of collaborating higher education institutions

· Support the Director and Team Leader of the Centre in day to day project management activities

· Collect, record and analyse management information relating to the Centre’s activities, and code invoices for accounting purposes

· Provide administrative support for the other members of the Centre and for academic research activities connected to the project

· Act as secretary for meetings of the Centre’s Management Team and other associated working groups

· Support other project activities as appropriate

3. SUPERVISION RECEIVED

The Project Officer will be line managed by the Centre’s Team Leader. In addition the post-holder will work closely with other members of the team providing support as necessary. 
4.
SUPERVISION GIVEN

None

5.
CONTACTS

6. TERMS AND CONDITIONS

This post is on the ALC grades, which means that there are no specified hours of work, but you will be required to work such hours as are necessary to carry out the duties associated with the post.  Overtime is not payable.

This document outlines the duties required for the time being of the post to indicate the level of responsibility.  It is not a comprehensive or exhaustive list and the line manager may vary duties from time to time which do not change the general character of the job or the level of responsibility entailed.

	
	



