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J O B	D E S C R I P T I O N	F O R M



	JOB TITLE
	Operations and Productivity Administrator 

	CURRENT POSTHOLDER
	

	DEPARTMENT/SCHOOL
BUDGET CENTRE
	UoB Enterprise

	RESPONSIBLE TO
	Angie Reynolds / David Coleman

	FULL TIME/PART TIME
	 Full time 37 hours pw 





Job Purpose 
As part of the Enterprise Operations team, project manage a programme of workflow improvements, and provide facilities and administrative support to the CEO, COO and wider company Senior Management Team.  
Core Duties: 
EXECUTIVE SUPPORT
· Design and implement automated, rule-based workflows to eliminate repetitive work and improve administrative productivity 
· Design and implement systems to help structure complex projects and document knowledge
· Act as a first point of contact for the internal team and external parties, and following up with stakeholders on behalf of the CEO or COO 
· Diary co-ordination for the CEO and COO and the Senior Management Team, shaping schedules around priorities and deadlines as appropriate. 
· Assist the COO in the upkeep of confidential records 
· Minute taking at meetings and following up on actions. 

OPERATIONAL SUPPORT 
· Monitoring shared email inboxes and respond/distribute as appropriate 
· Taking telephone enquiries and ensuring messages are relayed promptly 
· Booking and arranging of travel, transport and accommodation, and assisting with wider travel logistics
· Organisation of meetings (face to face and online), including coordination of multi-partner meetings, and distribution of agendas, minutes, briefings etc to participants.
· Ensuring that electronic files are effectively organised and up to date 
· Assist the Operations team in providing cover for the company reception desk as required 
· Assisting with other areas of critical operational support from time to time where capacity may otherwise be constrained (e.g., due to holidays).
OFFICE MANAGEMENT AND ADMINISTRATION
· Assist with Purchase orders, invoice requests and goods receipting, expenses etc, through the direct use of Oracle Fusion (training will be provided), and through helping others to self-serve where appropriate.
· Assist with the upkeep and improvement of information databases and records, including those supporting board governance and compliance
· Ensure an excellent visitor welcome to the Enterprise offices, arranging meeting rooms in advance, ensuring the required equipment, materials and refreshment are available 
· Ensure that appropriate document templates are maintained and distributed to ensure consistent use throughout the company 
· Monitor the upkeep and use of office IT and AV equipment and manage the use of pool laptops
· Oversee the general housekeeping of the office environment, liaising with the facilities teams on any cleaning or repair issues
· Ensure effective use of office storage, ensuring that sufficient stocks of stationery and IT peripherals are maintained 
· Oversee the effective and efficient use of off-site archives 
· Organise periodic confidential waste (electrical waste) collections 

Person specification 
· Experience of representing a professional services organization.  We are seeking somebody with confidence to interact with people at all levels of seniority. 
· Experience in an administrative role and the ability to monitor and manage conflicting priorities 
· Skills in workflow productivity and automation tools (eg Loop, MS Projects. Power Automate) 
· Strong skill in the use of Microsoft 365 packages, and ability to quickly learn and adapt to other IT systems (such as those used for finance and intellectual property management etc).
· Knowledge of the use of AI, such as Copilot, within a working environment would be desirable
· Communication excellence: effective and diplomatic written and oral communication skills
· Awareness of UK GDPR and data protection requirements 
· Judgement and discretion.  The company manages sensitive commercial, IP, HR and partner information.  The ability to maintain confidentiality at all times is essential.
Our Shared Values 

	Ambitious  
We are confident in the University of Birmingham and project this globally.  We are focused on our goals, are clear about our strengths, and pursue our own direction.  We are bold and take intelligent risks. 
	 Innovative 
We enjoy being the first to do things.  Inspired by our Birmingham heritage, we are resourceful, creative, grounded, and practical, and seek to make a real and positive difference to the world around us. 
	Open 
We welcome colleagues, collaborators, and students from across the world to work and study with us.  We are committed to academic freedom, freedom of speech, and equality of opportunity for all.  We expect everyone to act with sensitivity, respect, and fairness.
	Collaborative  
The major challenges facing our city, nation, and the world cannot be solved if we act alone.  We enhance our research and education by pursuing creative partnerships within and beyond the University.
	Responsible 
We operate with transparency, trust, and respect.  We value our role as an anchor institution for Birmingham.  We strive to be an excellent employer, to reduce inequalities in access to education, and to place sustainability at the heart of our work. 
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