Faculty of Law

Senior Executive Assistant
Applications are invited from suitably qualified members of staff for the above whole-time permanent post.  

The postholder will provide a comprehensive administrative support to the Faculty of Law Office running the Faculty Office on a day to day basis.  The post holder has a core management function in the Faculty of Law with extensive contact of a discretionary decision-making nature with academic staff, students, other University Offices/Units/Departments and a wide variety of external contacts.  He/She will manage administrative systems, procedures and actions in areas such as academic policy; student services and publications.  The post holder is also expected to act as Personal Assistant to the Dean of Faculty and advise the Dean and Faculty on matters of a sensitive and confidential nature as well as having active involvement and membership of various Faculty committees.  In addition, the postholder is responsible for ensuring that the Prospectus, Calendar (undergraduate and postgraduate), Marks and Standards, and Book of Modules are maintained on behalf of Faculty.   The postholder will also be responsible for coordinating Faculty of Law meetings and is responsible for ensuring that Faculty interaction with central university offices is effective and timely. 

Principal / Regular Duties and Responsibilities

· To attend at Faculty meetings and Faculty Committee meetings including preparation and identification of items for Faculty Agenda, overseeing preparation of materials for circulation, briefing Dean in advance of Faculty, drafting of minutes and reports, prioritising and implementation of follow up. 

· To have active involvement and membership of various Faculty committees including co-ordination of administrative support.  Preparation of briefings and files, drafting of policy proposals, reports, submissions, and deciding between alternative courses of action; Working extensively with Committee Chairs on delegated decision making functions in the intervals between Faculty meetings and advising/informing committee chairs on appropriate planning and administrative policies such as College regulations, on recent Faculty decisions and on any previous decisions or precedents and on the feasibility, practicality and consequence of their deliberations and decision making and the likely impact on the Faculty. 

· To co-ordinate and oversee Departmental responses to Faculty and subsequent Faculty responses to University policy proposals including University publications and ensure these responses are processed in a timely fashion; to initiate procedures and processes and develop an implement appropriate work practices to ensure all duties and tasks are carried out within the timeframes and deadlines of the annual academic cycle.
· To provide advice and recommendations to the Dean and others as required on Faculty /personnel matters and on character certification to professional bodies.

· To perform duties with discretion, tact, diplomacy and confidentiality as required when dealing with staff, students, key stakeholders and the general public.


· To support the development of the curriculum within the Faculty of Law, including changes to the University Calendar, Marks and Standards and Book of Modules, and the development of new programmes including active participation in Marks and Standards and Curriculum Development.  To produce Report for Faculty approval and thereafter to Academic Board. 

· To represent the Faculty in dealing with other college offices and faculties and outside bodies as appropriate within the University and with external agencies/bodies.  i.e. various sections of the Registrar’s Office, and College Department, Law Society of Ireland, King’s Inns, members of the locals professions, members of the judiciary. 

· To be actively involved in the Student Applications Committee involving decision making and dealing with complex and non-routine student applications in the intervals between Faculty meetings including Non-EU applications.  

· Advising and counselling students in response to detailed requests, applications and complex issues including course transfers, careers advice, exemptions and repeat examination and mitigation issues; non-standard student and mature student applications, transfers from other institutions and programmes, exemptions and to interpret Marks and Standards for students.

· To administer the BCL (International) programme including processing of applications and dealing with the complexities of incoming visiting students and outgoing students including acting as a representative of the Faculty in liaising with the partner universities and students involved. 

· To organise and manage vacation placements abroad and nationally involving liaising with overseas agencies and partner organisations and deciding and administrating placement funding.

· To manage the Dean’s correspondence, by assimilation of correspondence, identification of priorities and taking appropriate action as necessary. Replying or drafting reply as appropriate on behalf of Dean and Faculty Committee Chairs. 

· To administer Faculty of Law undergraduate scholarships and prizes.
· To administer Evening BCL Fee Concession scheme for evening degree students including making decisions on allocation of awards.


· Management of Faculty of Law office budget including consumables, pay and equipment.  

· To undertake other appropriate duties assigned by the Dean or his/her nominee

Selection Criteria:

Decisions made at short listing and interview will be based on the following criteria:-

· Comprehensive knowledge of academic and university administrative procedures, academic programmes and regulations process, and in particular requirements related to changes to Academic Programmes, Standards and Regulations and Exams etc. 

· Operational knowledge of UCC information systems such as ITS, DMIS and PAC 

· Ability to demonstrate a high level of competency in a range of IT applications, including MS Office, Access, Word, Excel and Outlook 

· Excellent analytical, organisational, communication and interpersonal skills and have an ability to work on her/his own initiative. 

· Proven administrative and secretarial experience including experience of servicing committees

· Budgetary experience

· Proven ability to work as part of a team in a confidential environment. 

· Experience of dealing with undergraduate and postgraduate students is essential

· Attention to detail and ability to meet strict deadlines

Please note: Candidates who do not demonstrate that they meet the criteria as detailed above will not be short listed.

Candidates are requested to make a personal assessment of these criteria against their own qualifications, skills and abilities to assess whether they should
CONDITIONS OF EMPLOYMENT:

Appointment will be within the following salary scales depending on qualifications and experience:

Salary scale [new entrants]: €28,848 – €42,391 (Scale A)

          €30,366 – €44,621 (Scale B) new entrants

 
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. 
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 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 .008%

The Pay Related Social Insurance Class A1 rate of Pay Related Social Insurance (PRSI) applies to the posts which is currently 4%.

Voluntary Health Insurance:  A VHI/BUPA/HAS/VIVAS Health group scheme is 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.
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.

Please note that if you are considering applying for this post you must be able to supply proof of the right to work in Ireland.  If you do not have the right to work in Ireland you would need to obtain a work permit.   We are obliged by European law to appoint people who are citizens of the European Economic Area (EEA) where possible.  Where there is no skills shortage for a particular post, it is highly unlikely that a work permit would be granted.

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.  

Note:  Candidates may be required to produce documentary evidence to support any statements made by them on their application form or any supporting documentation.  Candidates should note that any inaccurate information will invalidate their application. 
Completed application forms should be returned to 

Department of Human Resources, University College Cork

Tel: 021 4903690 / Fax 021 4276995 / Email: recruitment@per.ucc.ie
 

Closing Date for Receipt of Applications: Friday 19th September 2008
UCC IS AN EQUAL OPPORTUNITIES EMPLOYER

