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Administration assistant  
(marketing and communications) 

Role brief 

Directorate Marketing and communications 
Base location 

ection 

Bristol 
Grade E 
Level 12 
Date 25/11/2016 
Reports to Head of public affairs 
Responsible for N/A 

 

1. Background 

 
Jisc is the UK higher, further education and skills sectors’ not-for-profit organisation for digital services and solutions.  

We: 

» Operate shared digital infrastructure and services 

» Negotiate sector-wide deals with IT vendors and commercial publishers, and 

» Provide trusted advice and practical assistance for universities, colleges and learning providers 
 

We deliver an engaging and cohesive engagement programme for Jisc members. In order to ensure all the benefits 

of Jisc membership are easily accessible, we support all other directorates with effective internal and external 

communications, public affairs work and a strong Jisc brand. 

2. Purpose and scope 
 
The purpose of this role is to support the marketing and communications directorate with general administrative 

duties to include diary support to the marketing and communications leadership team. 

These tasks will include scheduling customer and partner meetings, setting up meetings with external suppliers for 

the provision of events and training venues, being the main point of contact to raise purchase requests on behalf of 

the directorate and to provide support in using the e-requisition system, and providing contract support to manage 

the paperwork, place the contracts, and chase purchase requests. 

The role holder will be expected to work closely with the corporate administration and facilities team across all Jisc 

locations. 

3. Key accountabilities and role outputs 
 
Responsibilities will be expected to be developed and finalised over time and will include but will not be restricted to: 

» To  ensure  all  key  commitments  are  diarised  and  that  the  marketing and communications  leadership  

team  have  access  to  the  relevant information as required 
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» To be the main point of contact for the raising of purchase requests on behalf of the directorate and to provide 

support in using the e-requisition  system 

» Provide mailbox support to the marketing, events and communications teams when neccessary 

» To provide contract support to manage the paperwork, place the contracts, and chase purchase requests 

» To be responsible for following grants and contracts process  

» To enter details on CDF finance system to generate unique reference and inserting payment details and dates 

» To provide cover for the corporate administration and facilities team as required 

» Attend some events away from home as and when called upon (must be willing to undertake travel to assist 

with conferences, events, minute meetings, etc - overnight stays will be necessary) 

 

4. Skills, knowledge and experience 
 

 Essential Desirable 

Qualifications » Minimum of 'C' grade GCSE (or 

equivalent) in English and Maths 

» A good standard of general education 

 

» Degree or equivalent experience 

Experience » Demonstrable track record of success 

delivering administrative support in a 

small team and a first class receptionist 

service 

» Track record of successfully delivering 

personal targets accurately and on time 

to support a small team to deliver its 

objectives 

 

» Experience of working in higher 

education/further education or public 

sector 

» Experience of working in a multi-site 

organisation 

 

Knowledge  » An understanding of Jisc and its 

customers 

 

Skills » Strong team player 

» Able to assimilate information and to 

disseminate effectively to customer 

and colleagues 

» Well organised and uses initiative to 

manage and prioritise own workload 

and manage own time to ensure that 

competing deadlines are met and 

completed tasks  are delivered  to the 

required specifications 

» Proficient MS office skills to enable 

correspondence to be actioned on 

behalf of the team, simple databases to 
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be developed and more complex data 

bases, to be maintained 

» Able to use spreadsheets confidently 

and effectively 

» Effective communication skills, 

enabling confident communication 

with colleagues when acting as the first 

point of contact for the team 

» Ability to handle issues in a courteous, 

efficient and effective manner, 

maintaining a professional approach at 

all times, regardless of circumstance 

» Ability to explain issues clearly and 

concisely and recognise when to 

escalate a query to the assistant 

facilities manager 

» High levels of personal motivation to 

do the job 

 

 

5. Key contacts 
 

- Marketing and communications  leadership team 
- Facilities and administration team 
- Other colleagues within the marketing and communications directorate 
- Partners and collaborators including commercial providers 
- Suppliers / agencies and other bodies, commercial and non-commercial, relevant to the role and purpose of 

the facilities team 
 

Important additional information 

The head of public affairs will discuss all elements of the role brief with the appointee on appointment and after six 

months, recognising that some elements may need changing. 

The above is provided for guidance, is not contractual, and is not an exhaustive list of all accountabilities that the 

post-holder may have.   

 

 


