UNIVERSITY COLLEGE CORK
Senior Executive Assistant




 Quality Promotion Unit (QPU)




   (Permanent Wholetime Post)

Applications are invited from suitably qualified applicants for the above permanent position. 

Quality Promotion Unit

The Quality Promotion Unit, headed by its Director, Dr. Norma Ryan, is responsible for facilitating the implementation of quality improvement and quality assurance procedures in UCC.  The Unit assists all areas of the University, including Faculties, academic departments and administrative and support service units, in the preparation for quality review, including analysis of surveys and management of an electronic system for conduct of surveys, carries out all the logistical arrangements, liases with the members of the peer review groups, receives the peer review group reports and prepares reports for the Quality Promotion Committee on each review.  The Director also leads on the monitoring of the implementation and follow-up on actions arising from reviews.  The Director provides policy briefing sessions, training on how to prepare for a quality review to all staff and facilitates training on analysis of activities and evaluation techniques when required.  The Unit also leads and collaborates with relevant areas of the University on a number of quality improvement initiatives in UCC, including in the areas of excellence in teaching and research.

Summary of Job:

To manage and administer the electronic surveying system, MarkClass.com, used to support departments and units in ascertaining feedback from stakeholders; gather student views on teaching of staff applying for President’s Awards for Excellence in Teaching; gather student views on teaching and performance of staff applying for promotion (from 05/06 onwards); for University-wide surveys by Students Union, by Academic Board, units and departments, etc.; support the regular and systematic evaluation of students views, as required. To provide non-routine reports to the Director of the Unit. To assist in the administrative support of the work of the QPU as time is available and as required.  Training will be provided as appropriate.


Principal/Regular Duties and Responsibilities

Responsibility for the Markclass Questionnaire System

(The Markclass questionnaire system is employed by the Quality Promotion Unit (QPU) and enables UCC staff members (academic/administrative) to survey students or fellow staff on a whole range of issues such as feedback on individual course modules or on the standard of services and facilities on offer in the university). 

· To communicate the usefulness/effectiveness of the Markclass Questionnaire System to senior and junior academic and administrative staff who may not be familiar with the system.

· To encourage the use of Markclass as a means of ascertaining the views of staff/students on a particular aspect of the university e.g. effectiveness of a course or module; feedback on a particular service or event.

· To liaise with university staff on the type of questionnaire to be employed ensuring that the needs of the aforementioned are met.

· To offer advice/suggestions to university staff on the suitability or effectiveness of the questionnaire being employed.

· To make ‘judgement calls’ on the types of questions to be used in a survey; offer alternatives as a means of ascertaining more accurate and fuller responses.

· To provide direction and support as to how a survey may be conducted (e.g. the creation of an effective ‘email message’ that will illicit a positive response; the possibility of issuing a questionnaire reminder; the date for a suitable deadline).

· To outline the steps involved to those who intend to utilise the Markclass system in a clear and concise manner. This involves:

· a) Indicating exactly what is required from the individual seeking to conduct a survey (e.g. the type of survey to be used, the details to be provided from the Department/Faculty/Unit etc.).

· b) Consultation with academics and university officials from all levels on the ‘look and feel’ of the survey and gaining agreement on the final draft to be sent out.

· To maintain full and accurate records on the Markclass system, which has a host of surveys for disparate sections of the university operating at any one time.

· To liaise with the staff in the computer centre when IT issues arise and finding solutions to problems that may occur from time to time.

· To provide questionnaire support by facilitating a Department/Faculty/Unit’s desire to input questionnaire responses directly into the Markclass Questionnaire System. This normally involves liaising on a daily basis with one or more members of staff from a particular section; setting up the survey in Markclass; making any amendments and agreeing to the final draft; forwarding the link to the survey; closing off the survey once the data has been entered; saving the results to the QPU’s backup system and forwarding on the final results to those responsible.

· To be responsible for organising and managing university wide surveys, involving over 17000 students and 3000 staff. This requires: close attention to detail; ability to plan a step by step approach in order to ensure success of such a large project; adherence to strict deadlines while ensuring the highest possible standards; ability to liaise with several departments simultaneously in advance of the questionnaire ‘going live’; monitoring of the survey over time; provision of continual updates to those responsible.

· To exercise judgement as to whether a survey is ‘finished’ or not, for instance, the E.A. may feel that a suitably timed reminder may yield further results alternatively the E.A. may decide that the entries received are sufficient and will advise the Department/Faculty/Unit concerned of same.

· To be responsible for the data entry of questionnaire results on behalf of a Department/Faculty/Unit and the provision of the final results within a suitable and negotiated deadline.

· To provide questionnaire support to a Department/Faculty/Unit in advance of a Quality Review. During this period a Department/Faculty/Unit may run 10-200 surveys at any one time. This requires: the ability to think logically and sequentially: strong aptitude for multitasking: good communication and interpersonal skills; flexibility in terms of tasks to be conducted; ability to identify and respond to the needs of the senior officials involved.

· To ensure timely and effective response to daily queries about the Markclass Questionnaire System from staff and students.

· To recruit, train and supervise student help in relation to the entry of survey data into the Markclass Questionnaire System as and when required.

Supporting the Quality Promotion Unit

· Report Writing – To provide non-routine reports to the Director of the Unit. This requires: good analytical skills: strong attention to detail; an ability to critically evaluate information; strong writing and IT skills required for the layout and presentation of material; an ability for clear expression both orally and in the written form.

· Research Activities – To conduct research and evaluate sources for the Director of the QPU. This requires: the ability to think and act creatively; read pages of text and pick out the essential points; retain and absorb large amount of information; base conclusions on statistical research; ability to gather, assess and interpret information.

· Conference Organisation & Management - To assist in the organisation and running of internal, national and international conferences and symposia organised from time-to-time by the Quality Promotion Unit, such as the Teaching and Learning Outcomes Symposium; the Irish University Quality Board Conference (IUQB); the Institutional Research (IR) Conference. This requires: the ability to work with internal and external staff; as part of a team or on an individual basis; the meeting and greeting of international experts; ensure the smooth running of all technical equipment (laptops, overhead projectors, audio-visual equipment); ensure that all participants are aware of the emergency exits; awareness of individual needs of participants and the ability to respond quickly to queries or requests.

· Research Fora & SWOT Analysis seminars - (The Research Fora and SWOT Analysis seminars are a series of lectures given by national and international experts over the course of the academic year).

· To organise running of the Research Fora and SWOT Analysis seminars. 

· Tasks include: ensuring all catering (tea, coffee, biscuits) are booked; management of all invoices related to such bookings; maintenance of accurate records of attendance; the compilation of a specific questionnaire for each session, the input of data into Markclass and the communication of the feedback from participants to the Director of the Quality Promotion Unit.

· To liaise with speakers re presentations and set up of overhead projector and laptop

Other Office Duties

· To attend the Quality Promotion Committee (QPC) meetings as and when required.

· To circulate agendas and documents for QPC meetings.

· To provide support for the Peer Review Group meetings.

· To attend and participate in QPU office meetings 

· To deal with queries from senior university officials, academic staff, administrative staff and external contacts.

Note:  As the University continues to expand and evolve, and in the light of the new University legislation, it is likely that flexibility in regard to the allocation of specific duties will be necessary.  Accordingly, the scope and list of duties specified above is not intended to be exclusive or restrictive; duties may be added or withdrawn but any such alteration will take place only within the remit of the Head of Department, as outlined, and after consultation with the appointee.

Selection Criteria:  Decisions at shortlisting and interview will be made based on the following criteria for appointment:

Essential skills & Qualification

· Excellent computer skills and familiarity with the Microsoft Office suite.  

· Excellent communication skills and the ability to liaise with all levels of staff, both internal and external to UCC.

· Ability to ensure the development and maintenance of good working relationships with a wide range of contacts.

· To develop procedures and design guidelines that lead to greater efficiency and coherence in the post.

· To work on one’s own initiative; ability to make decisions; exercise sound judgement and demonstrate leadership when required.

· To perform all duties with discretion, tact, diplomacy and confidentiality as required of the position.

· Ability to take responsibility/ownership of assigned tasks.

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.

Salary:  Appointment will be within the following scales, depending on qualifications and experience.

€27,510 - €40,425   Scale A

€26,135 - €38,405   Scale B 

Annual leave is 21 working days per annum with additional leave at prescribed times (Christmas and Easter) total 29 days per annum.  An extra two days are allowed to staff with five year’s service.  

Normal hours of duty are Monday to Friday, 9.15 a.m. to 5.00 p.m. with 70 minutes for lunch.  

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 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.
Sick Leave: A comprehensive sick-leave scheme is in operation, a copy of which will be sent on appointment.  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

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%
Voluntary Health Insurance:  A VHI/BUPA/HAS/Vivas Health group scheme is in operation and contribution may be deducted from salary on request.

The Pay Related Social Insurance Class A1 rate of Pay Related Social Insurance (PRSI) applies to the posts which is currently 6%. 

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 forms must be completed and are available, together with further particulars, on our website at:  http://hr.ucc.ie/employment.php   or from,

Department of Human Resources, University College Cork.  Tel: + 353 21 4903603  / Email: recruitment@per.ucc.ie / Fax + 353 21 4276995

Completed application forms should be submitted to the Department of Human Resources, University College, Cork.  Closing Date:  Friday 16th June 2006.
Note:  Candidates should note that any inaccurate information will invalidate their application.
University College Cork is an Equal Opportunities Employer

