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	Job Description

	Job Title
	UHI STEM Futures Programme – School Support Administrative Assistant 


	Department
	UHI STEM Team – SHE Faculty

	Responsible To
	UHI Head of STEM Development

	Responsible For
	N/A

	Grade
	EO UHI Band 4

	FTE
	0.4 FTE (14 hours per week) ideally over 3 or 4 days flexible hours with be agreed with postholder. This is a 10 month fixed term post starting September 2026 and will end June 2027.

	Location
	TBC hybrid – some occasional travel may be required

	Job Objective

	The post holder is part of the UHI STEM Futures Team as part of a one year pilot programme. This role will support the UHI STEM team generally and the STEM Secondary School Officer specifically, in providing a range of administrative support to ensure a number of workshops in Highland Secondary Schools are planned, coordinated, and delivered. 

This will involve working with internal and external stakeholders, e.g. industry/business and education partners to ensure these workshops are supported and well-coordinated. The post includes dealing with any enquiries (email/phone etc) from stakeholders and public and will ensure effective communications for the STEM Team. 

The postholder will join the UHI STEM Team for a fixed term period of 10 months between September 2026 – end June 2027 and will be line managed by the UHI Head of STEM Development to ensure project deliverables are achieved. 


	Key Duties & Responsibilities

	
STEM Futures Schools Administration 
This post is a crucial part of the new STEM Futures Team and duties and responsibilities will include, 
· Responding to STEM Futures Schools email and telephone enquiries and monitoring communications in relation to STEM Futures.
· Provide administrative support to STEM Futures Schools Officer in coordinating workshops with schools, this will involve dealing with colleagues from Highland Council, schools, industry, business, and other partners like academic partners UHI NWH and UHI Inverness and STEM ecosystem partners like SSA, DYW, SDS etc who will be involved in these events.
· Planning calendar and support to agreed meetings, including distribution of agendas and papers and taking minutes/notes of meetings and maintaining any action plans as well as creating and maintaining a STEM Futures interactions database.
· The post holder will support data collations and returns using spreadsheets and databases, are delivered to agreed timetable and will support social media and webpage through coordination of contributions, ensuring these are uploaded to promote STEM Futures schools activities and/or as directed.
· Other clerical duties as required for the post. 
· Contribute to the ongoing evaluation of own activity and work of the UHI STEM team with a view to continuous improvement.
· Contribute to the development of the UHI STEM Futures programme with the STEM Development Manager.

General responsibilities
· Identify, manage, and report on risks associated with the role. 
· Participate in the university’s performance and development review procedure. 
· Take due care of yourself and others in respect of health and safety. 
· 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.


	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 UHI’s aim to reach agreement to reasonable changes, but where it is not possible to reach agreement UHI 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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