
 

                            
 
1 Advertisement        
 
Post Title:  Executive Assistant to the Dean 
School/department:   University of Sussex Business School 
Hours: 36.5 hours 
Requests for flexible working options will be considered (subject to business need).  
Contract: Permanent   
Reference: 6680  
Salary: starting at £26,341 to £30,497 per annum, pro rata if part time  
Placed on:  9 November 2021 
Closing date:  2 December 2021  Applications must be received by midnight of the 
closing date.  
This vacancy is only open to those currently employed by the university. 
 
A fantastic opportunity has arisen for a highly organised and astute individual to provide 
comprehensive executive assistant and PA-type support to the Dean of the University of 
Sussex Business School. 
 
You will provide a professional interface between the Dean and his internal and external 
contacts.  You will be able to work independently, be confident and enjoy working with people, 
have excellent communication skills and be highly organised.   
 
You will be responsible for managing his detailed and busy diary and arranging travel.  In 
addition to organising and supporting meetings, you will conduct research when required to 
ensure the Dean is well-prepared for his commitments.  
 
You will supervise and manage a team of School Coordinators who supporting the School 
Senior Management Team. 
 
You will be required to maintain office systems, and carry out a wide range of other tasks.    
 
You will be approachable and confident, with the ability to communicate effectively with a wide 
range of individuals. You will be expected to work well using your own initiative with a varied 
workload in a busy environment. You will also have experience of supervising and line 
managing. 
 
You will have substantial relevant experience, excellent IT skills, and a clear understanding of 
the role of an Executive Assistant working at a senior level. You will have excellent 
communication, organisational and interpersonal skills, and will assume a professional 
approach to all aspects of this busy and demanding role. You also be expected to fully 
embrace and strive to demonstrate the Sussex values of Kindness, Integrity, Inclusion, 
Collaboration and Courage, in all the work that you do. 
 
Please contact Daniel Barrow D.M.Barrow@sussex.ac.uk for informal enquiries. 
 

http://www.sussex.ac.uk/humanresources/personnel/flexible-working
mailto:D.M.Barrow@sussex.ac.uk


For full details and how to apply see our vacancies page 
 

The University of Sussex values the diversity of its staff and students and we welcome 
applicants from all backgrounds. 

 
 

2. The School / Division 
 
The University of Sussex Business School is a unique research focused business school, 
which takes a strong policy-directed view on business practices while also developing the 
underlying core disciplines. The School is exceptionally well placed to provide leadership in 
the development and dissemination of sustainable business and management practice, 
informed by sound economic logic. 
 
Please find further information regarding the Business School at 
https://www.sussex.ac.uk/business-school/  
 
 
3. Job Description  

 
Job Description for the post of: Executive Assistant to the Dean  

 
    

Department:   Executive Team 
 
Section/Unit/School: University of Sussex Business School 
 
Location:   Jubilee Building 
 
Grade:   5 
 
Responsible to:  Executive Officer  
 
Responsible for:  School Coordinators  
    
Purpose of the Post: To provide the full range of executive assistance to the Dean of 

School in the conduct of his role within the School, and as 
member of the University Management.  

 
To supervise and line manage a team of staff supporting the 
Senior Management Team. 

  
 
Key Responsibilities 
 
1 Executive Assistance support to the Dean of School  
1.1 Maintenance and management of the diary. 
1.2 Confidential filing and record keeping, including maintaining staff files, in line with all 

current data protection requirements. 
1.3 Arranging meetings and taking of minutes where required. 
1.4 Preparation of relevant papers for meetings attended by Senior Managers. 

http://www.sussex.ac.uk/about/jobs
https://www.sussex.ac.uk/business-school/


1.5 Acting as a point of liaison between the Dean of School and the wider University 
 community and external agencies in dealing with queries and general business, 
 requiring the development of an understanding of the nature of matters involved. 
1.6 Typing of correspondence and receipt and dispatch of internal and external mail, 

particularly electronic mail. 
1.7 Preparation and collation of various School reports, drafting emails on behalf of the 

Dean and managing the Dean’s Inbox. 
1.8 Arranging national and international travel. 
1.9 Typing, collation and circulation of meeting papers, arranging refreshments and other 

miscellaneous requirements for meetings as required. 
1.10 Proactively anticipating and planning activities. 

 
2 Line Management of Executive Team of School Coordinators 
2.1 Responsible for the supervision and line management of the team of School 

Coordinators who support the Senior Management Team. 
2.2 Oversee the range of support provided to HoDs and Associate Deans, responding to 

frequent queries from team members. 
2.3 Provide constant support; respond and react to requests that arise, showing flexibility 

and agility to team members to assist with their queries and concerns. 
2.4 Monitoring workloads, motivating and providing guidance and support to the team. 
2.5 Responsible for the recruitment, induction, training and appraisal of staff with guidance 

and support of the Executive Officer. 
2.6 Provide guidance to team members to ensure compliance with all University and 

School policies, procedures and guidelines.  
2.7 Able to us various IT platforms, e.g. Teams, Zoom, to fully embrace hybrid working. 
 
3 Supporting the Dean of School, Associate Deans, Directors and Heads of 
 Departments with a range of people-management activities 
3.1 Support and advise team members as they liaise with HR administration. 
3.2 Oversee support arrangements for staff recruitment and staff induction. 
3.3 Arranging and recording academic appraisals. 
3.4 Maintaining records of absence due to sickness and holidays. 
3.5  Act as a liaison point between the School and HR administration, ensuring compliance 

with all HR policies. 
3.6 Contributing to strategic discussions on the management of space for academics and 

others, within the School, and working with members of the Executive Team. 
 
4 Coordinate and Oversee the dissemination of school information 
4.1 Oversee and support team members with the maintenance of a comprehensive set of 

school records, databases and documentation. 
4.2 Oversee the development and publishing of committee and meeting information, 

including updating the School calendar. 
4.3 Provide support to team members and the School Management Team, with the 

School’s promotional activities. 
4.4 Supporting the team members to update and maintain accurate relevant information 

and presentation of School information, on the School Canvas site. 
 
5  Organise projects 
5.1 Take on a range of project work in support of the Dean of School, Directors and 
 School Management Team which may include: induction of staff; organising school 
 events; setting up new systems. 

 
This job description sets out the current duties of the post that may vary from time to time 
without changing the general character of the post or the level of responsibility entailed. 



4. Person Specification 
 
SKILLS/ABILITIES 
 
 Essential Desirable 
Excellent written, oral, telephone and face to face 
communication skills 

X  

Fully developed secretarial skills with an emphasis on accuracy X  
The ability to prioritise work to meet deadlines in a very busy 
work environment 

X  

Proven experience of word processing, using databases, 
spreadsheets, web updating and Microsoft packages 

X  

A proactive approach to problem solving X  
Ability to work independently and to use initiative  X  
Comfortable working on routine aspects of administration X  
The ability to deal politely and professionally with a very diverse 
range of people 

X  

 
KNOWLEDGE/EXPERIENCE 
 
 Essential Desirable 
Educated to degree level or equivalent, or be qualified by 
experience 

 X 

Administrative/secretarial work in higher education  X 
Evidence of a high degree of personal initiative and commitment 
to self-development 

X  

Good knowledge generally of the higher education sector and 
issues surrounding it 

 X 

Evidence of supporting and servicing committees work  X  
The provision of PA support to senior management, including 
the administration of complex diaries  

X  

Working in a changing work environment and making a positive 
contribution to change 

X  

Experience of supervising staff, recruitment, directing and 
motivating a team 

X  

Experience of developing, implementing and managing 
administrative systems 

X  

Experience of independent research  X 
 
PERSONAL ATTRIBUTES AND CIRCUMSTANCES 
 
 Essential Desirable 
Sensitivity, tact and the ability to remain calm when working to 
different priorities and under pressure 

X  

Approachable, helpful and flexible X  
Appreciation of the need to maintain confidentiality and keep 
information and data secure 

X  

Commitment to providing a high standard of service X  
Able and willing to learn new systems, processes and systems X  
Analytical, innovative, and persuasive personality X  
Able to work flexibly should the demands of the role so require X  

 


