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	Person specification
	


	

	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 

	
	

	Criteria
	Essential
	Desirable

	Qualifications / Knowledge
	Relevant qualification or equivalent experience in executive/administrative support or a related area.
Understanding of providing high-level administrative or executive support within a complex organisation.

Understanding of organisational structures, governance arrangements and the importance of confidentiality when supporting senior leaders.

Excellent working knowledge of Microsoft 365 applications, including Outlook, Word, Excel and Teams, and experience of using SharePoint and other digital systems to manage information and records.
	Understanding of the higher education or public sector environment.
Knowledge of higher education governance and committee structures.

Knowledge of the University’s structure, priorities and operating environment.

	Experience
	Significant experience of providing high-quality administrative or executive support to a senior leader or within a senior-level office. 

Experience of complex diary and schedule management, including managing competing priorities and changing demands.
Experience of supporting or coordinating special projects, initiatives or significant organisational activity, including coordinating information, actions and stakeholders to ensure agreed outcomes are progressed.
Experience of organising and coordinating meetings involving senior stakeholders, including preparation of agendas, papers, briefings and associated arrangements.

Experience of preparing accurate correspondence, briefings, meeting notes, minutes or other documentation for senior audiences.

Experience of coordinating information, actions and follow-up across multiple teams or stakeholders.

Experience of handling sensitive and confidential information with discretion and professionalism.

Experience of arranging travel and accommodation and processing expenses or related financial/administrative documentation.


	Experience of working in a higher education, governance or similarly complex organisational environment.
Experience of supporting a Principal, Chief Executive, Board Chair or equivalent senior office.

Experience of supporting formal governance, Board, Court or committee meetings.

Experience of supporting external or political engagement on behalf of a senior leader.
Experience of supporting special projects or organisational change within a complex organisation.

	Skills and Abilities
	Excellent organisational skills, with the ability to manage competing priorities and deadlines.
Ability to anticipate requirements, take initiative and proactively progress matters without detailed direction.
Ability to exercise sound judgement, identify matters requiring senior attention and escalate appropriately.
Excellent written and verbal communication skills, with the ability to adapt communications appropriately for different audiences.

Ability to produce clear, accurate and well-presented correspondence, briefings, papers and records.

Ability to build effective and professional working relationships with senior stakeholders and colleagues at all levels, including when supporting special projects and organisational initiatives. 
Ability to coordinate and progress project-related activity, working across teams and managing competing priorities to meet agreed timescales.
Ability to manage sensitive or challenging interactions with tact, diplomacy and discretion.

Excellent attention to detail and accuracy.
	

	Personal qualities
	Proactive and solutions-focused approach to work.

High degree of integrity, discretion and confidentiality.

Flexible and adaptable approach, with a willingness to support changing organisational requirements.

Commitment to providing a high-quality service and supporting the effective operation of the PVC’s office.
	

	Other circumstances
	
	Knowledge of, or interest in, Gaelic language and culture.
Commitment to support the achievement of UHI's Sustainability Policy and Strategy 2023-30 objectives.
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