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THE POST

Factuly/Service:	HLS / CEDAR, Psychology

Post:			Administrator (Psychological Professions Network Southwest)

Reference No:		1646

Grade:			D

Reporting To:		Clinical Programme manager 

[bookmark: Text112]Responsible For:	     

This part-time (40% wte) post is available immediately until the 30th September 2027 within the Clinical Education Development and Research (CEDAR) Professional Services Team in Psychology, within HLS

Job Description
We are looking for an experienced and well-organised administrator.  

Main purpose of the job:

The main purpose of the role is to provide administrative support to PPN colleagues regionally including the co-chairs, Clinical Programme Manager and stakeholders both regionally and nationally. Working under the direction of the PPN-SW Co-Chairs and the Programme Manager, the post-holder is responsible for maintaining records, to demonstrate compliance with the reporting schedule and agreed targets as outlined in the funding document and agreed MOU between the University and NHS England. CEDAR (Clinical Education Development and Research) and the PPN SW are committed to ensuring that people with Lived Experience can contribute to all aspects of the growth and development of Psychological Professions and mental health practitioners of the future. The post holder will offer administrative support to Experts by Experience and a broad range of other stakeholders especially in terms of support with payment processes.

We are looking for someone with relevant experience working providing administrative support to a varied team and, preferably someone with a working knowledge of the NHS and Psychological Professions and Clinical Training within Higher Education.  The successful applicant will have excellent organisational and interpersonal skills with an ability to use their own initiative. This a hybrid role with the team mostly working remotely, however, there will be an expectation of at least monthly in person meetings and support for occasional in person events such as conferences.






Main duties and accountabilities:

· Identify areas where current administration is in need of revision or improvement and contribute to the planning, design and development of objectives and material.
· Provide support to the Chairs of the PPN-SW and the Programme Manager 
· Work under the direction of Chairs of the PPN-SW and the Programme Manager to deliver stakeholder events in the region and manage membership of the PPN-SW.
· Create and maintain records of the reporting structure for key relationships with NHS England and PPN national.
· Collate and disseminate key documents ahead of meetings and manage reporting schedule to regional and national deadlines. 
· Administrative support in production of timely documentation and completion of project plans and associated documentation in accordance with funder and reporting requirements 
· To support the Programme Manager and Graduate Research Assistant with communications regarding activities of the programme - e.g. drafting text for newsletters, the production of publicity material including updates to web pages, multi-media and social media pages. 
· To support best practice project management across the Network
· To support regular liaison between the PPN-SW team via email and coordinating team meetings.
· To be the initial point of contact for information and communication both internally and externally, via management of shared inbox for example.
• 	To support the Programme Manager and Co-chairs in contractual, financial and administrative matters, where appropriate. 
· To assist with payments for speakers and volunteers using Finance and Eclaims systems. To assist in preparation and collation of reports, reviews and other documentation. 
To provide adequate and effective administrative support, including organising and administering meetings and committees, core events and conferences.

All professional services staff in the faculty are expected to support and develop the faculty’s objectives by providing high quality professional services to students, staff, visitors and external stakeholders as effectively and efficiently as possible within the available resources.  All staff are expected to:

· Take a proactive approach to understanding our customers and how we can best meet their needs;
· Work together in a mutually supportive way and towards shared priorities;
· Assist at faculty-wide events when required;
· Take shared responsibility for the development and smooth operation of the College’s administrative processes;
· Respond to enquiries (in person, by telephone or email) from staff, students and visitors in a professional and customer-focused manner;
· Provide cover and support for colleagues and teams within the College, during peak periods, holidays or illness (note that there may be particular times of the year during which flexi-time or annual leave may not be taken);
· Undertake other duties and projects as may be reasonably required by the Assistant College Manager (Education) in accordance with the grade of the post.


This job description summarises the main duties and accountabilities of the post and is not comprehensive: the post-holder may be required to undertake other duties of similar level and responsibility.


Person Specification

	Competency
	Essential
	Desirable

	Attainments/Qualifications

	Three A level  passes and GCSEs (or equivalent) in Maths and English 
	Degree 

	Skills and Understanding

	Experienced user of Microsoft Office packages, such as Word and Excel
Experience of using e-mail and the internet.
A willingness to extend and develop IT skills.
Fluency in English
Excellent word processing skills, preferably to at least RSA Level 2 or equivalent.
Able to demonstrate excellent verbal and written communication skills.
High attention to detail.
Ability to work to deadlines.
Knowledge of University systems.

	An understanding of the NHS and Psychological Professions

An understanding of the post graduate professional clinical training programmes run in CEDAR.


	Prior Experience

	At least 12 months of administrative experience.

Some experience of working in a higher education and/or Health Service environment. 

	Working within networks outside the University, particularly the NHS

Experience of CEDAR programmes 

	Behavioural Characteristics

	Excellent administrative and organisational skills
An ability to organise own workload and use own initiative
Good team working and interpersonal skills.
Used to working with colleagues at all levels and as part of a team structure.
Good time management.
	

	Circumstances

	
	



	
Informal Enquiries
Before submitting an application, you may wish to discuss the post further by contacting Eve Bampton-Wilton Programme Manager of the PPN-SW via email on E.Bampton-Wilton@exeter.ac.uk
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