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Job Description

This form summarises the purpose of the job and lists its key tasks. It is not a definitive list of all the tasks to be undertaken as those can be varied from time to time at the discretion of the School, in consultation with the postholder.



	Job Summary
The Operations Assistant (Executive Support and Finance) is responsible for providing excellent administrative support across the Division, including directly to the Director(s) and Management team, coordinating aspects of their professional agendas, liaising with internal colleagues, external stakeholders, professional organisations and networks, assisting with finance administration and communications and balancing competing commitments to maximise their time, impact and effectiveness.  
The post-holder will fulfil a range of tasks and duties to assist with the smooth running of the Division and the planning, coordination and implementation of projects and groups.
You’ll have excellent communication, organisation and IT skills, and be a flexible, team player willing and able to assist with ad-hoc and ongoing work across other areas of the team including financial resources, enquiry services, provision of internship agreements, health and safety, risk management, business continuity and data and systems administration.


	Duties and Responsibilities 

	Communication

· Triage and respond to a wide range of questions and queries, including on behalf of the Director and Management team, from students, alumni, employers, staff and the public, in person, by phone, online and through our CRM system and by email
· Contribute to the development and updating of a set of standard enquiry responses

· Act as a first port of call for other colleagues within the Division, diagnosing their needs and referring them to relevant sources of information or support internally or within the School

· Disseminate operational information proactively staff, ensuring it’s clear, accurate and appropriate for varying audiences 

· Draft and prepare emails and communications for internal and external distribution

· Collate and share updates for internal communications
· Create and maintain effective process documents and FAQs for staff and students

· Maintain up to date HR records and documents

Teamwork and motivation

· Deliver on-the-job to the Director(s) and Management team, supporting, assisting and covering others when necessary
· Provide ad-hoc support with day-to-day operational management through a wide range of administrative support duties
· Stay abreast of the administrative and project support needs of the Director(s) and Management team, regularly reviewing requirements, collating feedback and identifying gaps and areas of improvement
· Champion the use of standardised project processes and procedures
Liaison and networking

· Participate in internal and external networks

· Develop and maintain effective working relationships across the School to support the Divison’s work, specifically of the Director(s), Management and Operations teams, within both academic departments and professional service divisions
Service delivery

· Help to design and implement administrative related processes, systems and policies
· Ensure that work is produced to the required standard and distributed in a timely manner; occasionally involving working under pressure and to binding deadlines

· Ensure that regular requirements are effectively prioritised, processed and met

· Maintain confidentiality, high professional standards and a high level of discretion at all times
· Schedule and coordinate meetings, prepare agendas and papers, compile and distribute minutes of and actions from meetings
· Advise the Director(s) and Management team on relevant internal School administrative processes and procedures, ensuring they’re well prepared for meetings and other activities requiring their attention
Decision making

· Identify opportunities and areas of improvement and implement within the post’s responsibilities
· Contribute to planning processes within the Student Experience and Operations team and take day-to-day decisions that fit in with these strategic and operating plans
Planning and organising resources

· Proactively and empathetically manage the day-to-day diary and in-tray of the Director(s), resolving competing interests, priorities and changes, and ensuring resulting actions are communicated and progressed accordingly
· Effectively manage the expectations of those requiring the Director’s time, including managing contacts and a complex and demanding schedule
· Organise meetings and events including room bookings, catering and ad-hoc staffing
· Arrange travel and accommodation, itineraries, information packs and briefings

· Support with diary management for the Management team
· Order and maintain office equipment, stationery and other consumables
· Administer financial procedures such as requesting new suppliers, raising requisitions, processing invoices and expense claims, making and coding card transactions and arranging internal transfers using online systems or ledgers to input financial data, ensuring all entries are fully reconciled
· Develop and maintain appropriate systems for the Director(s) and Management team’s documents and electronic files
· Plan, prioritise and organise individual tasks, meeting both internal and external deadlines with minimal supervision

Initiative and problem solving

· Work with minimal supervision, taking a proactive and flexible approach in anticipating problems that may arise, including for the Director(s) and Management team, with demonstrable ability to identify potential solutions and implement them
· Independently deal with unexpected occurrences and troubleshoot and solve problems with processes and systems quickly and efficiently
· Take responsibility (with the support of colleagues) for personal professional development
· Use initiative to identify issues that require the Director(s)’ urgent attention, ensuring other matters are dealt with by other members of the Management team as appropriate

Analysis and research
· Research, carry out information analysis and manage ad hoc projects, to support the workload of the Director(s) and Management team, with the ability to interpret, collate, draft and present findings coherently and accurately in an appropriate format

Team development
· Provide guidance and inductions to new LSE Careers staff on the Division’s administrative processes

	Flexibility
To deliver services effectively, a degree of flexibility may be required in the duties performed in order to meet the demands of service. Job roles may also naturally develop over time and ongoing substantial changes to a role will be discussed between line managers and their staff, with job descriptions updated as and when appropriate. 

	Equity, Diversity and Inclusion (EDI)

LSE is committed to building a diverse, equitable and truly inclusive university. All posts (and post holders) will seek to ensure diversity and inclusion, while opposing all forms of unlawful and unfair discrimination on the grounds of age, disability, gender identity, marriage and civil partnership, pregnancy and maternity, race, nationality, ethnic or national origin, religion or belief, sex and sexual orientation, or social and economic background.

	Ethics Code

Posts (and post holders) are assumed to have a responsibility to act in accordance with the School’s Ethics Code and to promote the principles and values that the Code enshrines. The Ethics Code clearly states that the whole LSE community, including all staff, students, and governors of LSE, are expected to act in accordance with the principles which are set out in the Code. As such you are required to read and familiarise yourself with it. The School’s Effective Behaviours Framework is designed to support this Code.  It sets out examples for the six behaviours that all staff are expected to demonstrate, these can be found on the following link: click here 

	Environmental Sustainability
The post holder is required to minimise environmental impact in the performance of the role, and actively contribute to the delivery of the LSE Environmental Policy.
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