INTERNAL OPPORTUNITY

Senior Executive Assistant – Research Grants & Contracts, Finance Office 
(4-Year Wholetime Contract Post)
Duties of the Post:

· To develop and manage good working relationships with funding agencies, EU Commission, HEA, Enterprise Ireland, HRB, Industry, Teagasc, Wellcome Trust, SFI.

· To submit claims for payment before due dates ensuring a positive cash flow for College; to review actual expenditure against budget, to prepare cost statements or requests for payment as necessary, ensuring that the cost statements are in line with the Nominal Ledger, to charge overheads to the projects informing the researcher of the overheads.  Accuracy of cost statements is critical and adherence to the strict timeframe for submission of claims.  Failure to meet deadlines could result in serious financial consequences as well as damaging the College reputation going forward.

· To co-ordinate the financial element of those Projects where UCC acts as the co-ordinator of Projects. Liaise with the Finance Offices of the participating Universities/ Organisations. Interface between the EU and the participating organisations.  Manage the distribution of funds to partners which involves complex analysis of accepted/rejected costs.  

· To develop and manage relationships with researchers,  ensure that all parties are briefed on the financial performance of research projects and that the Research Manager/Accountant is made aware of any potential project deficits

· To ensure that all research expenditure is incurred in line with UCC expense policy.

· To monitor all research project balances and assess their recoverability.  To ensure that funding is available to meet expenditure incurred.  If there is an issue draw them to the attention of the Research Manager/Accountant.
· To be an ‘expert partner’ between the Finance Office and the research project leaders.  

· To deal with day to day correspondence and queries on behalf of the Research Office

· To ensure the UCC Research Overhead policy is implemented for all research projects.

· To work with the external auditors during the year-end audit providing evidence of controls and procedures in place to ensure a clean audit report for the research area. 

· To keep the Research Manager/Accountant informed and ensure confidentiality of information at all times.

· To support the Research Accountant/Research Manager in her duties and responsibilities and in particular to carry out any other tasks or special Projects, which may be assigned from time to time.

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.

Candidates will be required to demonstrate at interview that they meeting the following criteria for appointment:-

· A strong financial background and experience, excellent communication skills and a demonstrable ability to exercise own imitative

· Excellent interpersonal skills, as the role requires the jobholder to have widespread interaction and create relationships with senior personnel both inside and outside the College.  

· Demonstrable attention to detail and ability to meet strict deadlines.

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.

€26,788 - €39,365   Scale A

€28,198 - €41,436   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.  
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

The tenure of the post is a wholetime fixed term contract of four year’s duration. The nature of this employment contract is fixed term as this post is backfilling a permanent staff members secondment to a new contract position in the Finance Office.  It is based on the following provisions:

(a) A probationary period of three months 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: This employment is pensionable under the Defined Contribution Pension Plan.  Membership of this plan is on the basis of a 6½% contribution deducted from your salary and a 13½% contribution provided by the University.  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 .001%

The Pay Related Social Insurance Class A1 rate of Pay Related Social Insurance (PRSI) applies to the post which is currently 6% .
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 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 14th July 2006
Note:  Candidates should note that any inaccurate information will invalidate their application.
University College Cork is an Equal Opportunities Employer

