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	Job title 
	Faculty Liaison Coordinator (Curriculum)

	Department 
	Learning and Teaching and Students

	Responsible to 
	Faculty Liaison Advisor (Curriculum)

	Responsible for 
	N/A

	Grade 
	

	Location 
	An agreed location within the UHI operating area



	Criteria
	Essential
	Desirable

	Qualifications
	Degree level education or equivalent professional experience.
Higher English (Grade C or above) or equivalent.
	

	Experience
	Experience of working in and/or a good knowledge of the tertiary and  higher education sector.
Experience of supporting groups and committees.
Experience of managing and analysing information using computer based systems e.g. spreadsheets, databases.
	

	Knowledge and skills
	Excellent organisational and planning skills with the ability to prioritise and manage own workload, keeping to tight deadlines.
Good oral and written communication skills.
Ability to work well with ICT software packages, such as Microsoft Word, Excel, PowerPoint etc.
High standard of accuracy, and professional presentation of work.

	Knowledge of QS quality assurance and enhancement procedures.

	Personal qualities
	Ability to work effectively to agreed brief.
Ability to work as part of a team, and initiate and maintain positive relationships with others.
Capable of working in a highly pressurised, demanding and rapidly changing environment.

	

	Other circumstances
	Ability and willingness to travel within the Highlands & Islands on a regular basis and occasionally further afield.
Committed to Health and Safety policies and procedures.
Committed to equality and diversity.
	Knowledge of, or interest in, Gaelic language and culture.
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