
	JOB PROFILE


	Job Details

	Job Title: Programme Assistant
	Reports to: Senior Alumni Engagement Officer

	Department: International Scholarships 
	Grade: ACU grade B

	Overall Purpose of Job

	The focus of this post is to provide administrative support to the CSC’s Alumni Team. This will include updating the CSC alumni database with information on engaged members of the Alumni Network; providing administrative and communications support for online and print publications; coordinating alumni activities at core UK-based events; and providing administrative support for the annual Taylor & Francis Commonwealth Scholar Best Journal Article Prize. The postholder will also be required to provide support to the CSC’s Programme and Evaluation and Monitoring Teams as required.


	Main Areas of Responsibility

	The postholder will be required to take an active role in:

1. Updating CSC alumni records, inputting information into the in-house database to facilitate accurate reporting and working with colleagues to ensure effective data management.
2. Providing administrative and communications support for the production of online and print content, including the CSC community magazine, Common Knowledge, and alumni email newsletter. 
3. Assist in coordinating alumni activities at UK-based events for current Commonwealth Scholars and Fellows as required, including annual Welcome and Farewell events, and alumni talks.
4. Providing administrative support for the annual Taylor & Francis Commonwealth Scholar Best Journal Article Prize.
5. Monitoring content posted in the CSC’s Knowledge Hubs and Scholar and alumni registration to record and report back on engagement. 
6. Supporting the Alumni Engagement Officer to produce a quarterly Knowledge Hub mailing for Scholar and alumni members.
7. Providing administrative support for the distribution of end of award certificates and managing requests. 

8. Working with external colleagues to record alumni event attendance and engagement and produce online content. 

9. Representing the Alumni and Evaluation Teams at weekly Programme Team meetings and reporting back on discussions.
10. Occasional work with the Programme Team to book Scholar flights to and from the UK, in consultation with the CSC’s travel provider. 
11. Occasional assistant to the Programme Officer-Finance with the processing of invoices and updating of financial information into the in-house database. 

12. Supporting the research activities of and providing administrative support to the CSC Evaluation Team, as requested. 


	Applied Knowledge, Skills and Expertise

	1. Degree educated.

2. Demonstrable experience of working in a customer-oriented office environment.

3. High level of proven competence of Microsoft Office Suite.
4. The ability to manage multiple tasks over a period of time, and the capacity and flexibility to complete these tasks to deadlines as required.
5. The ability to carry out data and finance-related tasks with a high level of accuracy and attention to detail.
6. Good communication skills, both written and verbal, combined with a tactful and helpful manner when dealing with enquiries either online, via telephone, or face to face with both internal and external stakeholders.
7. The confidence to undertake written/online communications without detailed supervision.
8. Interest in/experience of the higher education sector and/or international development

9. Commitment to teamwork, with an ability to work independently and show initiative and exercise sound judgement.
10. Excellent time management and organisation skills. 


	Additional Information

	· The Asylum and Immigration Act 1996 requires the ACU to obtain evidence of immigration status and eligibility to work in the UK from new employees. If you are invited for an interview, you will be asked to show appropriate documentary evidence of your eligibility to work in the UK when you attend. The ACU cannot sponsor candidates for this role.

· During peak times the postholder may be required to work beyond normal working hours. Compensatory TOIL (time off in lieu) will only be available in some circumstances.
· The postholder must be willing to travel within the UK.
· The postholder will be expected to attend occasional events and meetings in the evenings or at weekends. Compensatory TOIL will only be available in some circumstances.
· The postholder is expected to carry out other duties which are broadly consistent with those described in accordance with the changing needs of the department and the requirements of the job.
· The postholder must be committed to the ACU’s ethos and values and comply with policies and procedures, including Equality and Diversity policies.
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