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Person Specification

This form lists the essential and desirable requirements needed in order to do the job. 


Applicants will be shortlisted solely on the extent to which they meet these requirements.



	Competency


	Criteria


	E/D

	Knowledge and Experience
	· Management experience, preferably in a Higher Education environment
· Significant experience of financial/budget management and planning
· Experience of staff line-management and recruitment

· Significant experience of administration and organising meetings and events
· A demonstrable interest and knowledge on Latin American and Caribbean Affairs 
· Educated to Degree level or equivalent

· Excellent IT skills – Microsoft office suite (Word, Excel, Outlook)

· Spanish and/or Brazilian Portuguese language skills 
	E
E

E

E

E

E

E

E

D

	Planning and Organising Resources
	· The ability to manage and oversee resources allocated to the centre, including human, physical and financial

· The ability to manage a heavy and varied workload

· Ability to prioritise workloads and to meet deadlines

· The ability to organise and be responsible for the provision of support services to the centre
	E
E
E

E

	Initiative and Problem Solving
	· Ability to recognise when a problem should be referred 

· Ability to solve day to day operational problems as they arise

· The ability to resolve problems when an immediate solution is not apparent
	E
E
E

	Teamwork and Motivation
	· The ability to work in a small team and across teams.

· Ability to work under own initiative and to take responsibility for delivering high quality outputs

· The ability to delegate effectively to other team members and agree clear objectives with those in the team
	E
E
E

E

	Service Delivery
	· Experience of delivering services or support to academics, researchers or students

· Experience of ensuring compliance with legislation, internal and funder’s regulation
	E
D



	Communication
	· Strong interpersonal skills and the ability to communicate to a range of people of different seniorities, sectors and cultures
· Excellent written and oral communication
	E
E

	Liaison and Networking
	· The ability to initiate, build and lead internal network to maintain relationships and to establish new communication channels
· The ability to participate in networks both internally and externally
	E
E


E – Essential: requirements without which the job could not be done.

D – Desirable: requirements that would enable the candidate to perform the job well.
Job title: Centre Manager, Latin American and Caribbean Centre	 








Department/Division: Institute of Global Affairs	Accountable to: Centre Director











