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Role Profile – Part 1

	Job Title:
	FBLT Administrative Support Assistant (Intern)

	Reference Number:
	UNI4/JC/468

	Salary:


	£18,000 per rota per annum 

	Length of Contract:


	12 months 

	Working Hours:


	37 hours per week

	Company: 

	University of Sunderland 

	Location:


	University of Sunderland Campuses (primarily St Peter’s Campus)

	Main Purpose of Role:


	•
Positively engage in the accurate sourcing and benchmarking of the Faculty of Business, Law & Tourism activities leading to the accreditation of the Small Business Chart Award.

•
Demonstrate an ability to source and secure viable school and college relationships in terms of recruitment and curriculum related activities

	Special Circumstances:
	Applicants must already have the legal right to work in the UK for the length of the contract.


	Part 2A

Qualifications and Professional Memberships:

Experience,
Key Knowledge and Expertise:

Part 2B: Key Competencies

Competencies are assessed at the interview/selection testing stage
	Essential:
•
A degree level qualification obtained from the University of Sunderland

•
Experience of working in a frontline, face to face, advisory/information role. 
•
Proven experience of working within a role that requires effective planning and organisational skills, strong attention to detail and an ability to deal with a variety of challenging situations including complex enquiries. 
•
Ability to develop and enhance systems and processes, and experience of using technology to do so. 
•
Proven ability to work within a team, to work without direct supervision and to take initiative; the judgment to know when to escalate problems. 
•
An appreciation of university operations
•
An awareness of recruitment and the interface between HE, FE and Schools
•
Knowledge of the Small Business Charter
•
Proven diligence in the documentation and archiving of data / evidence

Communication Oral 
The role holder is required to, understand, and convey straightforward information in a clear and accurate manner and the role holder is required to, understand, and convey information which needs careful explanation or interpretation to help others understand, taking into account what to communicate and how best to convey the information to others. 

Written 
The role holder is required to, understand, and convey straightforward information in a clear and accurate manner and occasionally is required to, understand and convey information which needs careful explanation or interpretation to help others understand, taking into account what to communicate and how best to convey the information to others.

IT
•
Ability to use a wide variety of IT packages including Microsoft Teams, Outlook, Word, Excel, and Power Point.

Desirable:
•
Project Management and auditing experience
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