INTERNAL VACANCY

ColÁiste na hOllscoile Corcaigh

University College Cork

College Manager - College of Arts, Celtic Studies & Social Sciences
Permanent Wholetime Post
Job Title:



College Manager
Department :



College
Reporting to:
Head of College
Reporting to jobholder:
College academic administrative officers which may include College Office Supervisor, Student Teaching and Learning and/or Student Administration Officer, College Research Officer, College Project Officer(s) and other academic administrative officer(s) within the College Office
A. College of Arts, Celtic Studies and Social Sciences

The College of Arts, Celtic Studies and Social Sciences has a student population of over 5,000, 300 staff, a budget of €40m and comprises 22 disciplines, 11 inter-disciplinary programmes, and a College Graduate School.  

An important role of the College Manager will be the oversight of the processes around student subject choice, within timetable and quota limitations, and ensuring the provision of advice on academic issues such as the options available, advisable and incompatible choices, individual requirements, content of subjects, and the viability of their chosen programme. The College Manager will also oversee any change of subject within the options remaining.
The College is dedicated, not only to the promotion and dissemination, but also to the analysis and questioning of established modes of knowledge, truth, power, justice and the application of ideas and ideology within a modern society.  Its teaching and research agenda is responsive to the most important global issues of the 21st century - the economy, the environment, the impact of technological innovation upon society and our cultural heritage.

The objectives of the College are to:

· increase participation rates (including the various “access” groups);

· improve retention rates;

· increase postgraduate and PhD numbers and;

· reform the College structures.

The College’s commitment to maintaining a full range of disciplines in the Humanities and Social Sciences is reflected in the richness and diversity of a research output that explores a wide range of social and cultural issues from a variety of analytical and critical perspectives.  

An inter-disciplinary approach based on co-operation between staff with similar interests has produced critical mass and research achievement in many areas. 

Specifically the College’s research objectives include:

· the establishment of a critical mass in centres of excellence;

· the support for the research objectives associated with PRTLI4 and PRTLI5;

· the definition of research clusters as specific subsets of centres of excellence;

· the recruitment of postgraduate students through defined research clusters.

The introduction of the new PhD GREP (Social Science) is an example of a significant recent initiative in the area of postgraduate studies.  This a four year taught structured postgraduate academic degree for those who wish to pursue research in the general areas of globalisation, civil society, the state, policy analysis, active citizenship, culture and associated issues.

There has also been much educational innovation particularly in the range of taught Masters programmes. Such programmes are a vital element in a strategy designed to encourage our graduates to continue their postgraduate studies at UCC. 
The reputation of the College is further enhanced by the continual development and enhancement of external links.  In November 2008, the Asia Studies Ireland Association was launched by Mr. Micheál Martin, TD, Minister for Foreign Affairs, the secretariat of which is located within UCC’s Irish Institute of Chinese Studies.  The first of its kind in Ireland, it was established by representatives from eleven Irish universities and business representatives to promote the study, teaching and research of topics relating to Asia.

The College will continue to strive to meet the needs and demands of prospective student-consumers, respond to the agendas of funding agencies, deliver its teaching and research efficiently and effectively, provide value for money and an outstanding long-term return on the community’s investment in the education of its citizens. 

B. Job context 

1. In order to deliver the University’s strategic vision of becoming a ‘world class regional University’, there was a requirement to rationalise internal governance relationships under devolution and establish governance and management structures.

2. A number of initiatives were and are currently being taken to further establish and enhance the University senior management and College structures. These initiatives have far reaching implications for University College Cork, as they impact the University’s ability to meet its future objectives, and in turn national objectives in the provision of Higher Education.  The College is now the key point of resource allocation and academic decision making, marking a shift from centralised decision making to a devolved model.  

3. The Governing Body of University College Cork endorsed the establishment of four Colleges to enhance the University’s research and teaching efforts. The Head of each College has overall leadership, budgetary and strategic management responsibility for the College. The four Colleges are: 

a. Arts, Celtic Studies and Social Sciences

b. Business and Law

c. Medicine and Health

d. Science, Engineering and Food Science 

4. The broad aims of the College are:

a. to provide a base for strategic development and investment in new or existing areas within the College,

b. to provide direct line management of all academic and related matters in their schools,

c. to ensure both financial and intellectual management of activities within schools, 

d. to provide leadership of the learning and teaching environment,

e. to promote interdisciplinary research both between schools and between Colleges, 

f. to develop strategic plans which maximise the creativity and potential of all members.

C. Summary of Job

5. This role is one of four newly created College Managers in the University, reporting to the Head of College. The College Manager has overall responsibility for the management and delivery of the academic administrative support services within the College, to ensure that it operates to the highest international standards of best practice in academic organisations. 

6. The primary role of the College Manager is to support the Head of College who has full devolved accountability for the leadership and management of the College. The role will include that of change agent, not just in the initial development of the College identity, structures and systems, but also on an ongoing basis to ensure the development and delivery of new opportunities and initiatives. The College Manager will assist and advise the Head of College in the formulation and implementation of the College Strategic Plan. The College Manager will be a full member of the College Council, College Assembly and College Executive Management Committee.
7. The College Manager will provide direction and support for resource planning and allocation within the College, working in partnership to ensure effective coordination of College planning and professional service planning.  S/He will identify opportunities for improved effectiveness and efficiency in College administration and identify mechanisms for how this may be achieved, both within the College and, in collaboration with other senior administrative managers as appropriate, across the University as a whole to develop and promote excellence and collaboration in all University activity.

8. The College Manager will play a key role in developing and maintaining interfaces of the highest quality between the College and the Offices of the University senior management, in particular with the Offices of the Registrar and Senior Vice-President for Academic Affairs and the Vice Presidents for the Student Experience, Research Policy and Support, Teaching and Learning, and Operations.  

9. The College Manager works closely with the Managers of the Academic Units and Senior Administrators to develop and maintain excellent working relationships between the College and the Academic Units. A key responsibility will be to work closely with the HR and Finance functions within the College to seek and to offer advice and support on matters relevant to these functions.
D. Principal / Regular Duties and Responsibilities

· To provide support and advice to the Head of College with regard to delivering the academic mission of the College and to contribute, as a key member of the College Senior Management Team, to the management and development of the College;

· To assist and advise the Head of College in the formulation and implementation of the College strategic plan;

· To provide leadership, management and coordination in the development and implementation of an integrated academic administrative function, having a strong and cooperative relationship with central University offices and with the other Colleges;

· To provide direction and support in collaboration with the College Financial Analyst for resource planning and allocation within the College, and work in partnership to ensure effective coordination of College planning and professional service planning; 

· To manage appropriate budgets as agreed; 

· To lead, manage and develop a team of professional and administrative staff responsible for providing services for College academic management  in order to optimise the performance of the College; 

· To manage the College Office, including oversight of the administrative functions such as student administration, teaching and learning, the research and projects, and other academic and related administrative functions within the College Office;

· To oversee the management of the BA degree programme [the largest degree programme at UCC], specifically ensuring the provision of advice to students on selection of the constituent elements of the inter-disciplinary programme and undertaking the academic collation of a large number of course choices over a relatively short period of time at the beginning of each academic year.
· To develop and implement effective support arrangements for academic administration within the College; to plan for and integrate services for academic  management, ensuring that appropriate arrangements are in place to meet College objectives;

· In close co-operation with the College research administration and student administration staff, to provide professional assistance and support to academic staff in planning and coordinating the ongoing development and implementation of teaching and research programmes in line with College strategy and in accordance with University policy and procedures;

· To provide the academic administrative interface between the College and central offices of the University, and to ensure that the College academic systems and procedures are conducive to the achievement of College strategic objectives while conforming to University policy and the University Strategic Plan;

· To act as a point of reference, and to provide advice and support to all levels of management and staff in the College on all aspects of the University’s academic and general management policies, procedures and practices and their implementation and development; 

· To identify opportunities for improved effectiveness and efficiency in College administration and to identify mechanisms for how these may be achieved, both within the College and, in collaboration with other senior administrative managers as appropriate, across the University as a whole to develop and promote excellence and collaboration in all University activity;

· To participate in and support relevant College committees as directed by Head of College;  

· To oversee the development and implementation of College academic policies, systems and procedures, for example those related to admissions, programmes of study, examinations and the introduction of new programmes;

· To work closely with the HR and Finance functions within the College and to seek and to offer advice and support on matters relevant to these functions;

· To work closely with the managers and senior administrative staff in the Academic Units of the College and to optimise the development and coordination of the academic administration function in the College;

· To exercise overall management responsibility of the College Office including (inter alia) secretariat, space, facilities, office budget, and communication;

· To represent the College, as required by the Head of College, both within the University and externally.
Occasional Duties and Responsibilities
· To undertake other appropriate duties assigned by the Head of College or their nominee.
Note: As the University continues to expand and evolve, it is likely that flexibility in regard to the allocation of specific duties will be necessary. Accordingly, the list of duties specified above is not intended to be exclusive or restrictive; duties may be added or withdrawn after consultation with the post holder.

E. Selection Criteria:

Essential Criteria
Applicants must have:

· Strong academic qualifications to Masters Degree level (or equivalent)

· Excellent professional credentials

· Demonstrated record of  success and accomplishment as a manager and senior administrator in a position of responsibility

· Comprehensive knowledge and understanding of the University or related environment

· Experience of delivery on major change projects

· Financial and budgetary management skills

· Proven ability to lead and motivate individuals and teams and to chair committees

· Excellent communications and interpersonal skills

· Ability to relate to staff in a collegial manner

· Ability to operate as an independent decision maker in an independent working environment

· Ability to deliver reports and documents to tight deadlines

Desirable Criteria
· Academic qualifications in the Humanities and Social Science disciplines or experience of working in the Humanities and Social Science disciplines

Candidates are requested to make a personal assessment of these criteria against their own qualifications, skills and abilities to assess whether they should apply for the post.

F. CONDITIONS OF EMPLOYMENT:

Salary within the scale: €84,313 - €101,352 (Scale B)  €80,099 - €96,285 (Scale A) depending on qualifications and experience.

Annual leave is 26 working days per annum, pro rata, with additional leave at prescribed times, total 34 days per annum.  A comprehensive sick-leave scheme is in operation, a copy of which will be sent on appointment.

Normal hours of duty are Monday to Friday, 9.15 a.m. to 5.00 p.m. with 70 minutes for lunch. Due to the nature and seniority of the post, however, it may be necessary to extend and vary these hours from time to time in order to meet the exigencies of the post.   
Sick Leave:  Subject to certain conditions staff may be allowed up to 130 working days, (6 months) sick leave at full pay and a further 130 working days, at half pay in any 12-month period.  This is subject to the staff member not exceeding 260 working days, (1 year) sick leave, at either full or half pay, in any period of 4 years.

The tenure of the post is based on the following provisions:

(a) A probationary period of one year shall apply from commencement of employment in the post during which the contract of employment may be terminated by either party in accordance with the Minimum Notice and Terms of Employment Acts, 1973 to 2001. The probationary period may be extended at the discretion of the University.

(b) Except in circumstances of gross misconduct justifying immediate dismissal, the appointee will receive one month's notice of termination of employment, or, if greater, such notice as is provided for in a minimum notice in terms of Employment Act, 1973.

(c) The appointee is required to give one month's notice of termination of employment.

(d) Under the Public Service Superannuation Act 2004, for all new entrants to the Public

Sector on or after April 2004, the normal retirement age is 65.  It is no longer possible 

therefore to retire before age 65.
Pension:  There is an excellent pension scheme in operation, which provides personal retirement 

benefits as well as benefits for spouses and children.

The overall contribution rate approximates to 6½% of salary (3% of pensionable remuneration and 3½% of net pensionable remuneration).  Tax relief is accrued on these payments.

The maximum pension, based on 40 years reckonable service, comprises an occupational pension from UCC with an entitlement to a contributory state pension.  Together both pensions provide a maximum of 50% of final salary and the UCC scheme provides a lump sum of 1½ times final salary (currently tax free).  The University operates schemes for the transfer of service or pension benefits from other schemes and a purchase scheme to allow members to increase their pensionable service. In addition, additional dependants’ benefits can be provided by membership of the Voluntary Life Assurance Scheme. 

Membership of the Income Continuance Plan is mandatory.  This provides additional payment where salary is reduced or ceased because of long-term illness or injury.  Contributions, which are tax-allowable currently, amount to 1.25% (gross) of salary.

Membership of the Group Personal Accident Scheme shall apply to all employees, subject to individual acceptance by the Insurance Company.  The salary quoted is subject to a deduction from salary at the rate of .001%

The Pay Related Social Insurance Class A1 rate of Pay Related Social Insurance (PRSI) applies to the posts which is currently 4% with an earnings ceiling of €50,700.

Voluntary Health Insurance:  A number of private health group schemes are in operation and contribution may be deducted from salary on request.

Additional benefits: We offer progressive employment and training policies including opportunities for further studies.  Staff can avail of membership of a variety of clubs and societies and a wide range of facilities on campus, including a leisure centre.
Certificates and Testimonials:  These documents should not be sent with the application.  Candidates who are selected for interview will be requested to submit the necessary documentation.  
Application Procedure:  Each candidate must complete an application form for the post. Please indicate clearly on the application form which post is being applied for.

An application form must be completed and is available on the HR website.

Completed application forms should be returned to:

Department of Human Resources, University College, No. 2-4 Elderwood, College Road,  Cork.

Tel: 021 490 3073 / Fax 021 427 6995

Email: recruitment@per.ucc.ie
Closing Date for Receipt of Applications:  Monday 5th January 2009 at 12 noon

UCC IS AN EQUAL OPPORTUNITIES EMPLOYER
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