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Higher Education Academy - Job Description

	Job Title

	Academic Development Officer (Scotland)

	Salary band:       
	Academy grade D


	Location:        
	Edinburgh. There will be regional and limited UK-wide travel and direct working with higher education institutions will be a key feature of this role. 


	Job purpose:
	To provide support and coordination to ensure services and other aspects of the Academy’s work are successfully delivered against the operating plan for Scotland.



	Principal Responsibilities


	To coordinate and support the work of the HEA’s Scotland office 
To work proactively with National Coordinators and Academic / Discipline Leads, Academic Development Officers and other Academy staff to ensure successful delivery of the operation plan of the Academy and its operation in Scotland.
To contribute to the writing of reports, briefing papers and articles on the work of the Academy.
To promote cross-disciplinary activities within the HEA by working closely with Academic Development Officers from other Academic and Subject Teams on cross-cutting themes such as Internationalisation, Assessment etc.  

To develop and maintain the content of the Academy’s web site working with Corporate Communications

To provide high level support to committees and advisory groups established by the Academy, which may include contributing to the development of the meeting agenda and drafting papers.
To support National Coordinators to maintain networks of appropriate contacts. 
To represent the Academy at conferences and other events.
To promote and market services.

To co-ordinate and support, on a day to day basis, consultants commissioned to undertake activities on behalf of the Academy as required.
Any other duties commensurate with the grade.


	Responsible to:       
	Academic Development Officer – Institutional Strategy and Teacher Excellence


	Responsible for:       
	There is no line or budget management responsibility.

	Working Relationships 


	Internal – with colleagues across the HEA.

External – with HEIs, professional bodies and other agencies as appropriate.



Person Specification

	
	Essential


	Desirable

	Experience 
	· Experience of developing networks and managing productive relationships. 

· Experience of providing information, advice and guidance to individuals and groups and ensuring appropriate signposting.  

· Experience of presenting information and data in formats for a range of audiences, including report writing skills.

	· Experience of working in a staff capacity within HE or other public/private sector related bodies.

	Knowledge and understanding


	· Knowledge of current national developments within HE
· A degree or equivalent 
	

	Skills
	· Excellent verbal and written communication skills. 

· Ability to work independently, undertaking a high level of personal responsibility and initiative as required within the role.  

· Ability to manage demanding workloads including working to conflicting deadlines whilst maintaining attention to detail.
· Ability to exploit networks of HE contacts appropriate to the role. 

· Excellent computer skills, including use of MS Office packages (Excel, Word, PowerPoint).
	· Project management skills and experience.



