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	Job Title
	Executive Assistant

	Department
	Principal and Secretary Office 

	Responsible To
	Principal and Vice Chancellor 
Professional/functional relationship with the Chief Operating Officer

	Responsible For
	n/a

	Grade
	6

	Location
	UHI House, Inverness

	Job Objective

	To provide comprehensive, proactive and high-quality Executive Assistant (EA) support to the Principal and Vice-Chancellor (PVC), working closely with the wider Executive and PA support team to ensure the effective operation of the PVC’s office and a coordinated approach to Executive support. The postholder will contribute to the collective effectiveness of the office, sharing information, coordinating activity and working collaboratively with colleagues to ensure that the PVC and wider Senior Executive Team receive consistent and effective support.
The postholder will work closely with the PVC to support the effective management of their day to day business, anticipating requirements, coordinating priorities and ensuring that key activities and commitments are appropriately organised and progressed. The role will involve managing the PVC’s diary and schedule, coordinating meetings, travel and engagements, preparing correspondence and briefing materials, organising meetings and maintaining accurate records. The postholder will also provide support for special projects, with appropriate training provided, and support the PVC’s external and political engagement.
Acting as a key point of coordination between the PVC, members of the Senior Executive Team (SET), University Court, academic partners, colleagues across UHI and external stakeholders, the postholder will build effective working relationships and ensure that information, actions and requests are appropriately coordinated and followed through. 
The role will require the postholder to understand the wider organisational context, anticipate the needs of the PVC, manage competing priorities and identify matters requiring their attention, exercising sound judgement and discretion when escalating issues.
The postholder will draft clear, accurate and appropriately tailored communications and documentation for internal and external audiences and will handle sensitive and confidential information with a high degree of professionalism and discretion. They will contribute to the effective functioning of the PVC’s office by ensuring that priorities are clearly understood, actions are progressed and appropriate follow-up takes place.
The role requires excellent organisational and communication skills, strong attention to detail, confidence in working with senior stakeholders and a proactive, collaborative and professional approach. The postholder will demonstrate a positive ‘can-do’ attitude and the ability to work effectively in a dynamic environment where priorities may change. 
Excellent and advanced IT skills are essential, including the ability to work confidently and effectively across Microsoft 365 and SharePoint platforms.


	Key Duties & Responsibilities

	Executive Support
· Provide comprehensive, proactive and confidential Executive Assistant support to the PVC, maximising their time and enabling them to focus on strategic priorities and engagement.
· Manage the PVC’s diary and schedule, ensuring that appointments, meetings and commitments are appropriately planned and that competing demands and priorities are effectively managed.
· Maintain a strong understanding of the PVC’s priorities, commitments and key organisational activities, anticipating requirements and identifying matters that may require early attention, coordination or escalation.
· Monitor and triage incoming correspondence, requests and information, identifying matters requiring the PVC’s attention and ensuring that priorities are brought to them in a timely and appropriate manner.
· Draft correspondence, responses, briefings and other communications on behalf of the PVC, providing appropriate context and escalating matters where required.
· Arrange meetings and engagements on behalf of the PVC, coordinating attendees, venues, virtual arrangements, papers, briefings and other requirements.
· Coordinate complex UK and international travel and accommodation arrangements for the PVC where required.
· Process and monitor expense claims and other financial or administrative documentation relating to the PVC’s office accurately and promptly.
· Manage sensitive and confidential information with a high degree of discretion and ensure that matters are handled appropriately.
· Work collaboratively with Executive support colleagues to provide continuity and coordinated support across the Executive function. 
· Work closely with the PVC and members of the Senior Executive Team to coordinate and support special projects and significant organisational activity, working across the University as required.
Meetings, Papers and Executive Coordination
· Organise and coordinate meetings involving the PVC, including meetings of the Senior Executive Team, University Court, committees and working groups, ensuring that appropriate arrangements and information are in place.
· Coordinate agendas, papers, briefings, attendance and logistical arrangements for meetings involving the PVC.
· Prepare and collate briefing information, papers and relevant background material to support the PVC in advance of significant meetings, engagements and organisational activities.
· Prepare clear and accurate minutes, notes and records of meetings as required, ensuring that agreed actions are appropriately captured and followed up.
· Monitor and coordinate actions arising from meetings and decisions, liaising with relevant colleagues to obtain updates and ensure that matters are progressed within agreed timescales.
· Coordinate the flow of information, actions and decisions between the PVC, Senior Executive Team and wider University, ensuring that matters are appropriately progressed and followed through.
Communication and Stakeholder Relationships
· Establish and maintain effective working relationships with members of SET, Deans, Academic Partner Principals, University Court members and senior internal and external stakeholders, building the understanding and confidence required to support effective engagement with the PVC and the wider University.
· Act as a key point of contact for the PVC’s office, representing the PVC’s office in a professional, collaborative, approachable and enabling manner.
· Coordinate and triage correspondence, requests and enquiries received by the PVC’s office, referring matters to appropriate colleagues where necessary.
· Act as a key liaison point between the PVC and colleagues across UHI, facilitating effective communication and ensuring that relevant matters are directed to the appropriate person or area.
· Liaise across the organisation on behalf of the PVC to obtain information, coordinate activity and support the progression of agreed actions.
· Manage sensitive relationships and communications with senior stakeholders with tact, discretion and professionalism.
· Support the PVC’s external and political engagement, including coordinating relevant meetings, correspondence, briefings and follow-up activity.
Organisational Awareness and Proactive Support
· Develop and maintain a strong understanding of UHI’s organisational structure, strategic priorities, governance arrangements and key areas of activity, using this knowledge to anticipate requirements and provide informed, effective and proactive support to the PVC.
· Use this understanding to identify dependencies, potential issues, competing demands and matters that may require coordination or escalation.
· Exercise sound judgement in managing information and requests, recognising matters that require the PVC’s direct attention and ensuring that relevant information is brought to them in a timely and appropriate manner.
· Anticipate the information, preparation and practical requirements associated with the PVC’s meetings, commitments and organisational activities, ensuring that appropriate arrangements and materials are in place.
· Support the PVC by bringing together relevant information, papers, actions and commitments in a timely, structured and accessible manner.
· Work closely with the wider PA and Executive support team, sharing information and coordinating activity to ensure continuity, consistency and effective cover across the PVC’s office and wider Executive function.
· Contribute to the development and continuous improvement of effective Executive support practices and processes across the University.

Information, Systems and Office Management 
· Maintain accurate and accessible electronic and paper-based records and filing systems for the PVC’s office, using appropriate University systems including Microsoft 365, Outlook and SharePoint. 
· Ensure that confidential and sensitive information is stored, managed and handled securely and in accordance with University requirements. 
· Collate, maintain and present statistics, information and other material to support reports, meetings and Executive requirements. 
· Maintain appropriate records relating to meetings, actions, correspondence, commitments and other activities of the PVC’s office. 
· Support the effective organisation and operation of the PVC’s office, including financial and administrative documentation and liaison with relevant University services.

Role Flexibility
The role is primarily focused on providing Executive Assistant support to the Principal and Vice-Chancellor (PVC). The postholder will also work collaboratively with the wider Executive support team to provide support to other members of the Senior Executive Team and the Chair of University Court, as required.
The postholder will contribute to a coordinated and responsive Executive support function, working collaboratively with colleagues to support effective communication, continuity and a consistent approach to supporting UHI’s senior leadership.

General duties
· To participate in the university’s performance and development review procedure.
· To take due care of yourself and others in respect of health and safety.
· To attend training courses that may be identified as necessary by your line manager.
· Such other duties temporarily or on a continuing basis, as may reasonably be required, commensurate with your grade.
· Contribute to UHI's climate, biodiversity, and sustainability goals, including net-zero by 2040.


	
This is a description of the job as it is presently constituted. It is normal practice to periodically review job descriptions to ensure that they are relevant to the job currently being performed, and to incorporate any changes which have occurred or are being proposed. The review process is carried out jointly by the line manager and employee and you are therefore expected to participate fully in such discussions. In all cases, it is the university’s aim to reach agreement to reasonable changes, but where it is not possible to reach agreement the university reserves the right to make reasonable changes to your job description which are commensurate with your grade after consultation with you.
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