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Academic and Administrative Technical Support

ROLE PROFILES
Academic and Administrative  
Clerical and Technical support



Academic and Administrative Technical Support



3

Academic and Administrative Clerical Support

,W�LV�QRW�H[SHFWHG�WKDW�&OHULFDO�UROHV�ZLOO�EH�

DSSRLQWHG�WR�WKLV�*UDGH�

GRADE 1 ROLE PROFILE 1
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Academic and Administrative Clerical Support

GRADE 2 ROLE PROFILE 2
ROLE SUMMARY
The role holder will work as part of a 

team to provide basic clerical support 

to staff, students and more senior 

colleagues, and external customers, 

working on straightforward tasks with 

well-established routines and procedures 

under regular, direct supervision. The work 

is typically to short deadlines, providing 

courteous and effective service to others. 

Entry requirement to this grade require 

little or no prior work experience.

REPRESENTATIVE WORK ACTIVITIES
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Academic and Administrative Clerical Support

GRADE 2 ROLE PROFILE &217,18(' 2
Analysis and Problem Solving

•	 &DUU\�RXW�URXWLQH�GDLO\�WDVNV�VXFK�DV�ƬOLQJ��

W\SLQJ�XS�ZRUN��SKRWRFRS\LQJ��VKHOYLQJ�

ERRNV�HWF��DFFRUGLQJ�WR�FOHDU�LQVWUXFWLRQV�

•	 3URFHVV�VWDQGDUG�IRUPV��H�J��LQYRLFHV��

•	 6ROYH�SUREOHPV�WKDW�RFFXU�RQ�D�UHJXODU�

EDVLV�DQG�ZKHUH�GHWDLOHG�JXLGHOLQHV�RU�

PDQXDOV�DUH�DYDLODEOH�

•	 ,QSXW�URXWLQH�GDWD�RQWR�D�V\VWHP�RU�

GDWDEDVH�WR�HQVXUH�DFFXUDWH�UHFRUGV�DUH�

PDLQWDLQHG�RQ�D�GD\�WR�GD\�EDVLV�DQG�ƬOH�

DQ\�SDSHU�UHFRUGV�DFFRUGLQJO\�

Knowledge and Experience

•	 1R�IRUPDO�TXDOLƬFDWLRQV�QHHGHG��KRZHYHU�

D�JRRG�VWDQGDUG�RI�JHQHUDO�HGXFDWLRQ�

RU�SUHYLRXV�EDVLF�oRƯFH�EDVHGp�ZRUN�

H[SHULHQFH�LV�DGYDQWDJHRXV�

•	 6RPH�NH\ERDUG�ZRUG�SURFHVVLQJ�VNLOOV�

•	 %DVLF�QXPHUDF\�DQG�OLWHUDF\�DW�DQ�

DSSURSULDWH�OHYHO�WR�EH�DEOH�WR�SHUIRUP�WKH�

GXWLHV�RI�WKH�UROH�

•	 7UDLQLQJ�ZLOO�EH�SURYLGHG�RQ�DOO�HTXLSPHQW�

V\VWHPV�XVHG�

•	 .QRZOHGJH�LV�JDLQHG�WKURXJK�FRQWLQXDO�

H[SHULHQFH�RQ�WKH�MRE�

•	 $SSO\�D�EDVLF�NQRZOHGJH�RI�HVWDEOLVKHG�

SUDFWLFH�DQG�SURFHGXUHV�
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Academic and Administrative Clerical Support

GRADE 3 ROLE PROFILE 

ROLE SUMMARY
The role holder will work as part of a 

team to provide clerical support to staff, 

students, more senior colleagues and 

external customers. The role holder 
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Academic and Administrative Clerical Support
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Academic and Administrative Clerical Support

GRADE 4 ROLE PROFILE

ROLE SUMMARY
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Academic and Administrative Clerical Support

GRADE 4 ROLE PROFILE &217,18('

Service Delivery

•	 &RQWDFW�FXVWRPHUV�ERWK�LQWHUQDO�DQG�

H[WHUQDO�WR�WKH�'HSDUWPHQW�6FKRRO�WR�

XQGHUVWDQG�DQG�PHHW�WKHLU�QHHGV�

•	 3URYLGH�DGYLFH�RQ�HVWDEOLVKHG�SURFHGXUHV�

WR�VWDƪ�DQG�VWXGHQWV�

•	 (QVXUH�DOO�FXVWRPHUV�UHFHLYH�D�SRVLWLYH�

8QLYHUVLW\�RI�5HDGLQJ�H[SHULHQFH�

•	 5HFHLYH��DQG�UHVSRQG�WR��HQTXLULHV�IURP�

WR�FXVWRPHUV�DQG�IURP�WKRVH�HVFDODWHG�E\�

VWDƪ��WDNLQJ�DSSURSULDWH�DFWLRQ�WR�HQVXUH�D�

resolution and to deliver a courteous and 
HƪHFWLYH�VHUYLFH��

•	 'HOLYHU�D�UDQJH�RI�FXVWRPHU�VHUYLFHV�WR�DQ�

DJUHHG�TXDOLW\�VWDQGDUG�RU�VSHFLƬFDWLRQ�WR�

PDLQWDLQ�VHUYLFH�TXDOLW\�DQG�FRQWLQXLW\��

Planning and Organising

In supervisory roles:

•	 $VVHVV�ZRUNORDG�DQG�SXW�LQ�SODFH�D�

VFKHGXOH�WR�HQVXUH�D�UDQJH�RI�VWDQGDUG��

URXWLQH�DFWLYLWLHV�DUH�GHOLYHUHG�DFFRUGLQJ�WR�

DJUHHG�GHDGOLQHV�DQG�VWDQGDUGV�

•	 (QVXUH�WKDW�VWDƪ�DUH�FOHDU�ZKDW�LV� 
UHTXLUHG�RI�WKHP�

In non-supervisory roles:

•	 3ODQ��RUJDQLVH�DQG�SULRULWLVH�D�UDQJH�RI�

WDVNV�WR�TXDOLW\�VWDQGDUGV�DQG� 
WR�GHDGOLQHV�

•	 3ODQ�DQG�SULRULWLVH�RZQ�ZRUN�DFWLYLWLHV�IRU�

ZHHNV�PRQWKV�DKHDG�LQ�UHVSRQVH�WR�D�

PDQDJHUpV�JHQHUDO�LQVWUXFWLRQV�

•	 6XSSRUW�D�VHQLRU�FROOHDJXH�LQ�WKH�

SODQQLQJ�DQG�FR�RUGLQDWLRQ�RI�D�VSHFLƬF�

SURJUDPPH��SURMHFW�RU�HYHQW�

•	 0D\�SURYLGH�3$�6XSSRUW�WR�D�VHQLRU�

PDQDJHU�LQFOXGLQJ�IXOO�GLDU\�PDQDJHPHQW�

Analysis and Problem Solving

•	 $SSO\�D�JRRG�ZRUNLQJ�XQGHUVWDQGLQJ�RI�

HVWDEOLVKHG�8QLYHUVLW\�SURFHVVHV�DQG�

SURFHGXUHV�WR�DQVZHU�TXHULHV�DQG� 
UHVROYH�SUREOHPV�

•	 &ROODWH��PDQLSXODWH�DQG�DQDO\VH�VWDQGDUG�

LQIRUPDWLRQ��5XQ�UHSRUWV�WR�VXSSRUW�

LQIRUPDWLRQ�UHTXHVWV��

•	 &RQWULEXWH�WR�WKH�GHYHORSPHQW� 
RI�SURFHVVHV�DQG�V\VWHPV�WR� 
LPSURYH�HƯFLHQF\�

•	 0RQLWRULQJ�DQG�PDLQWDLQ�GDWD�TXDOLW\�

•	 0RQLWRU�EXGJHWV��)ROORZ�HVWDEOLVKHG�

RUGHULQJ�SURFHVVHV�WR�HQVXUH�DGHTXDWH�

UHVRXUFHV�DUH�DYDLODEOH�WR�PHHW� 
ZRUN�UHTXLUHPHQWV�

Knowledge and Experience

•	 /LNHO\�WR�KDYH�D�YRFDWLRQDO�TXDOLƬFDWLRQ�

•	 3URYHQ�H[SHULHQFH�ZLWKLQ�D�UHOHYDQW�UROH�

•	 ([SHULHQFH�RI�ZRUNLQJ�ZLWK� 
PLQLPDO�VXSHUYLVLRQ�

•	 6WURQJ�H[SHULHQFH�ZLWK�D�UDQJH�RI�,7�

SDFNDJHV�V\VWHPV�

•	 ([SHULHQFH�RI�RWKHU�SURFHVVHV�

procedures in other administrative 
UROHV��SRVVLEO\�ZLWKLQ�WKH�8QLYHUVLW\�DQG�

$FDGHPLF�VHFWRU��

•	 ([SHULHQFH�RI�SURGXFLQJ� 
GRFXPHQWDWLRQ�UHSRUWV�

4
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Academic and Administrative Clerical Support

GRADE 5 ROLE PROFILE

ROLE SUMMARY
The role holder will have specific 

administrative and specialist area 

knowledge, and will have a good 

understanding of the systems and 

processes of the University. All roles 

will have some control of own work 

load and priorities for some weeks or 

months ahead. Role holders are expected 

to work without close supervision, 

although managerial guidance is 

available. In supervisory roles, there will 

be responsibility for co-ordinating and 

prioritising the work of others. The role will 

support the enhancement of the service 

provided, through the development of 

new processes and the implementation 

of process improvements. The role holder od 

un�oA, 
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Academic and Administrative Clerical Support

GRADE 5 ROLE PROFILE &217,18('

In non-supervisory roles: 

•	 :RUN�ZLWK�PLQLPDO�VXSHUYLVLRQ�

•	 0D\�EH�UHFRJQLVHG�DV�WKH�PDLQ�SRLQW�

RI�FRQWDFW�IRU�D�SDUWLFXODU�VSHFLDOLVHG�

SURFHVV��V\VWHP�RU�SURFHGXUH�

Service Delivery

•	 &RQWDFW�FXVWRPHUV�ERWK�LQWHUQDO�DQG�

H[WHUQDO�WR�WKH�'HSDUWPHQW�6FKRRO�

WR�XQGHUVWDQG�DQG�PHHW�WKHLU�QHHGV��

DGDSWLQJ�WKH�VHUYLFH�SURYLGHG� 
ZKHUH�DSSURSULDWH�

•	 Resolve most issues and queries 
LQGHSHQGHQWO\��SURYLGLQJ�DGYLFH�RQ�

VSHFLDOLVHG��EXW�HVWDEOLVKHG�SURFHGXUHV� 
WR�VWDƪ�DW�DOO�OHYHOV�DQG�FXVWRPHUV��

•	 $FW�DV�D�ƬOWHU�IRU�LVVXHV�DQG�SUREOHPV�

DGGUHVVHG�WR�D�PDQDJHU��UHVROYLQJ�WKHP�

ZKHUH�DSSURSULDWH�LQ�RUGHU�WR�SURYLGH�

HƪHFWLYH�VXSSRUW�DQG�SUREOHP�UHVROXWLRQ�

•	 3URPRWH�DQG�HQFRXUDJH�WKH�WHDP�WR�

SURYLGH�H[FHOOHQW�VHUYLFH�

•	 &RQWULEXWH�WR�SROLF\�DQG�SURFHGXUDO�

GHYHORSPHQWV�ZKHUH�DSSURSULDWH�

•	 0RQLWRU�DQG�UHYLHZ�TXDOLW\�RI�VHUYLFH�DQG�

FXVWRPHU�VDWLVIDFWLRQ�ZLWKLQ�ZRUN�XQLW�

Planning and Organising

In supervisory roles:

•	 3ODQ�GHOLYHU\�RI�RSHUDWLRQDO�ZRUN�ORDG� 
DQG�SULRULWLVH�DFFRUGLQJO\�RYHU�D�SHULRG� 
RI�ZHHNV�DQG�PRQWKV��

•	 $SSO\�D�GHWDLOHG�XQGHUVWDQGLQJ�RI�

HVWDEOLVKHG�SURFHGXUHV�WR�RUJDQLVH�WKH�

GHOLYHU\�RI�HƪHFWLYH�DQG�HƯFLHQW�GD\�WR�

GD\�VHUYLFHV�IRU�GHVLJQDWHG�VLWH�ZRUN�XQLW�

In non-supervisory roles:

•	 3ODQ�DQG�SULRULWLVH�D�UDQJH�RI�RQHpV�RZQ�

VKRUW�DQG�PHGLXP�WHUP�ZRUN�DFWLYLWLHV�

LQ�UHVSRQVH�WR�D�PDQDJHUpV�LQVWUXFWLRQV��

FKDQJLQJ�SUHVVXUHV�RU�UHTXLUHPHQWV�

•	 3ODQ�DQG�SURJUHVV�ZRUN�DFWLYLWLHV�ZLWKLQ�

ORQJHU�WHUP�VFKHGXOHV�

•	 5HVSRQG�DSSURSULDWHO\�WR�UHTXHVWV�IRU�

XQVFKHGXOHG�RU�HPHUJHQF\�ZRUN�DQG�

UHVFKHGXOH�WDVNV�DV�QHFHVVDU\�NHHSLQJ�DOO�

SDUWLHV�LQIRUPHG�

•	 $EOH�WR�FDUU\�RXW�VWDQGDUG�WDVNV�WR� 
WLPH�DQG�WR�WKH�VWDQGDUG�UHTXLUHG��

IROORZLQJ�VWUDLJKWIRUZDUG�LQVWUXFWLRQV� 
DQG�JXLGHOLQHV�

•	 0D\�SURYLGH�3$�6XSSRUW�WR�D�VHQLRU�

PDQDJHU�LQFOXGLQJ�IXOO�GLDU\�PDQDJHPHQW�

•	 2UJDQLVH�LQWHUQDO�DQG�H[WHUQDO�DFWLYLWLHV�

DQG�HYHQWV��ERRNLQJ�YHQXHV�DQG�

VSHDNHUV��PDNLQJ�FDWHULQJ�DUUDQJHPHQWV��

SURGXFWLRQ�RI�ZHOFRPH�GRFXPHQWDWLRQ�

DQG�KDQG�RXWV��FR�RUGLQDWLQJ�GLDULHV�DQG�

HQVXULQJ�DFWLYLWLHV�DUH�UXQ�HƯFLHQWO\�

5
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Academic and Administrative Clerical Support

GRADE 5 ROLE PROFILE &217,18(' 5
Analysis and Problem Solving

•	 $SSO\�D�GHWDLOHG�XQGHUVWDQGLQJ�RI�D�

VSHFLDOLVHG��EXW�HVWDEOLVKHG��8QLYHUVLW\�

V\VWHP��SURFHVV�RU�SURFHGXUH�WR�DQDO\VH�

DQG�UHVROYH�SUREOHPV�

•	 5HVHDUFK�VWDQGDUG�LQIRUPDWLRQ�IRU�

LQFOXVLRQ�LQ�UHSRUWV�DQG�GRFXPHQWV�

•	 &ROODWH��PDQLSXODWH��DQDO\VH�DQG�LQWHUSUHW�

VSHFLDOLVHG��EXW�UHODWLYHO\�VWUDLJKWIRUZDUG��

LQIRUPDWLRQ��KLJKOLJKWLQJ�DQ\�LVVXHV�IRU�

IXUWKHU�LQYHVWLJDWLRQ�

•	 ([WUDFW�DQG�DQDO\VH�LQIRUPDWLRQ�IURP�

V\VWHPV�DQG�GDWDEDVHV� 
H�J��5,6,6��$JUHVVR�

•	 2YHUVHH�WKH�FLUFXODWLRQ�RI�LQIRUPDWLRQ��

•	 6XSSRUW�WKH�SUHSDUDWLRQ�RI�ƬQDQFLDO� 
DQG�RU�PDQDJHPHQW�LQIRUPDWLRQ�� 
0RQLWRU�EXGJHWV�

•	 8VH�LQLWLDWLYH�DQG�MXGJHPHQW�WR�UHVROYH�

PDQ\�SUREOHPV�LQGHSHQGHQWO\�

•	 &RQWULEXWH�LGHDV�DQG�LQQRYDWLYH�VROXWLRQV�

WR�LPSURYH�SURFHVVHV�DQG�SURFHGXUHV�

•	 7DNH�UHVSRQVLELOLW\�IRU�PDLQWDLQLQJ�

GRFXPHQWDWLRQ�DQG�SUHSDULQJ� 
VWDQGDUG�UHSRUWV��

Knowledge and Experience

•	 &RQVLGHUDEOH�H[SHULHQFH�LQ�D� 
UHOHYDQW�VSHFLDOLVW�UROH�

•	 0D\�EH�ZRUNLQJ�WRZDUGV�D� 
PDQDJHPHQW�FHUWLƬFDWH�

•	 $GYDQFHG�VNLOO�OHYHOV�ZLWKLQ�D� 
UDQJH�RI�,7�V\VWHPV�

•	 (YLGHQFH�RI�LQLWLDWLQJ�SURFHVV�

LPSURYHPHQWV�LQ�RWKHU�UROHV�
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Academic and Administrative Technical Support

GRADE 1 ROLE PROFILE 

,W�LV�QRW�H[SHFWHG�WKDW�7HFKQLFDO�UROHV�ZLOO�EH�

DSSRLQWHG�WR�WKLV�*UDGH�

1
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Academic and Administrative Technical Support

GRADE 2 ROLE PROFILE 

ROLE SUMMARY
The role holder will work as part of a team 

to provide scientific and/or technical 

support to staff, students and more senior 

colleagues working on straightforward 

tasks with well-established routines and 

procedures under regular,  

direct supervision. 

REPRESENTATIVE WORK ACTIVITIES
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Academic and Administrative Technical Support

GRADE 2 ROLE PROFILE &217,18('

Analysis and Problem Solving

•	 0D\EH�UHTXLUHG�WR�FDUU\�RXW�URXWLQH�UHFRUG�

NHHSLQJ��ƬOLQJ��GDWD�LQSXWWLQJ��ORJJLQJ�

DQG�PDLQWHQDQFH�RI�VLPSOH�GDWDEDVHV�

HQVXULQJ�DFFXUDWH�UHFRUGV�DUH�PDLQWDLQHG�

•	 6ROYH�EDVLF�SUREOHPV�E\�DGKHULQJ�WR�

HVWDEOLVKHG�SUDFWLFHV�DQG�SURFHGXUHV�� 
RU�ZKHUH�GHWDLOHG�JXLGHOLQHV�PDQXDOV� 
DUH�DYDLODEOH�

Sensory and Physical/ 
Work Environment

•	 2SHUDWH�VWDQGDUG�HTXLSPHQW�WR�FDUU\�RXW�

VWUDLJKWIRUZDUG�WDVNV�

•	 6DIH�NHHSLQJ�RI�ZRUN�HTXLSPHQW�

•	 &DUU\�RXW�EDVLF�HTXLSPHQW�PDLQWHQDQFH�

DFFRUGLQJ�WR�FOHDU�LQVWUXFWLRQV�

•	
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Academic and Administrative Technical Support

GRADE 3 ROLE PROFILE 

ROLE SUMMARY
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Academic and Administrative Technical Support

GRADE 3 ROLE PROFILE &217,18('

Analysis and Problem Solving

•	 6HW�XS�DQG�FRQGXFW�VWUDLJKWIRUZDUG�EXW�

VSHFLDOLVW�WHVWV�H[SHULPHQWV�WHFKQLFDO�

SURFHGXUHV��IROORZLQJ�FOHDU�JXLGHOLQHV� 
and procedures;

•	 Gather and collate standard data and 
LQIRUPDWLRQ��XVLQJ�URXWLQH�SURFHGXUHV��

VSUHDGVKHHWV�DQG�GDWDEDVHV�DQG� 
SUHVHQW�ƬQGLQJV�DFFXUDWHO\�

•	 6ROYH�EDVLF�SUREOHPV�E\�DGKHULQJ�WR�

HVWDEOLVKHG�SUDFWLFHV�DQG�SURFHGXUHV��

ZKHUH�FOHDU�JXLGHOLQHV�DQG�LQVWUXFWLRQ�

PDQXDOV�DUH�DYDLODEOH��%DVLF�WURXEOH�

VKRRWLQJ��EXW�PRUH�GLƯFXOW�GHFLVLRQV�ZLOO�

EH�UHIHUUHG�WR�VXSHUYLVRU�RU�OLQH�PDQDJHU�

•	 &DUU\�RXW�URXWLQH�PDLQWHQDQFH�DQG�

VHUYLFLQJ�RI�HTXLSPHQW

•	 &DUU\�RXW�VWUDLJKWIRUZDUG�UHFRUG�NHHSLQJ�

H�J��H[SHULPHQWDO�UHVXOWV��GDWD�LQSXW��

FRQVXPSWLRQ�RI�PDWHULDOV�DQG�VWRFN� 
IURP�VWRUHV�

Sensory and Physical/ 
Work Environment

•	 2SHUDWH�DQG�PDLQWDLQ�D�UDQJH�RI�WRROV��

PDWHULDOV��PDFKLQHU\�DQG�HTXLSPHQW�LQ�D�

VWDQGDUGLVHG�ZD\�WR�FDUU\�RXW�WKH� 
UHTXLUHG�WDVNV�

•	 &DUH��SUHFLVLRQ�DQG�DFFXUDF\�ZLOO�QRUPDOO\�

EH�UHTXLUHG��IRU�H[DPSOH��ZKHQ�VHWWLQJ�XS�

DQG�PDLQWDLQLQJ�DXGLR�YLVXDO�RU�ODERUDWRU\�

HTXLSPHQW�RU�ZKHQ�XVLQJ�VSHFLDOLVWV�WRROV�

RU�SLHFHV�RI�HTXLSPHQW�

•	 8QGHUVWDQG�DQG�FRPSO\�ZLWK�EDVLF�KHDOWK�

DQG�VDIHW\�SURFHGXUHV�DƪHFWLQJ�VHOI� 
DQG�RWKHUV�DQG�ZHDU�DSSURSULDWH� 
SURWHFWLYH�FORWKLQJ�

Knowledge and Experience

•	 *&6(�RU�194ƶ�Ʒ�RU�&LW\�	�*XLOGV��RU�RWKHU�

UHOHYDQW�TXDOLƬFDWLRQ��ZLWK�VRPH�UHOHYDQW�

ZRUN�H[SHULHQFH��

•	 3URƬFLHQW�VWDQGDUG�UHODWLQJ�WR�WKH�XVH� 
DQG�PDLQWHQDQFH�RI�UHOHYDQW�HTXLSPHQW�� 
$EOH�WR�VHW�XS�EDVLF�ODERUDWRU\�RU� 
,7�$9�HTXLSPHQW�

•	 $EOH�WR�GHPRQVWUDWH�D�JRRG�ZRUNLQJ�

NQRZOHGJH�RI�KHDOWK�DQG�VDIHW\�SROLF\� 
and procedures 

•	 %DVLF�QXPHUDF\�DQG�OLWHUDF\�DW�DQ�

DSSURSULDWH�OHYHO�WR�EH�DEOH�WR�SHUIRUP� 
WKH�GXWLHV�RI�WKH�UROH�

•	 $EOH�WR�DSSO\�D�EDVLF�NQRZOHGJH�RI�

HVWDEOLVKHG�SUDFWLFH�DQG�SURFHGXUHV�

UHOHYDQW�WR�DUHD�RI�ZRUN�

3
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Academic and Administrative Technical Support

GRADE 4 ROLE PROFILE 

ROLE SUMMARY
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Academic and Administrative Technical Support

GRADE 4 ROLE PROFILE &217,18('

Planning and Organising

•	 3ODQ�DQG�RUJDQLVH�D�UDQJH�RI�VSHFLDOLVW�

WHFKQLFDO�VXSSRUW�WDVNV�WR�WLPH� 
DQG�TXDOLW\�VWDQGDUGV�

•	 3ODQ�DQG�SULRULWLVH�RZQ�VWDQGDUG�DQG�

QRQ�VWDQGDUG�ZRUN�IRU�WKH�ZHHN�RU�ZHHNV�

DKHDG�WR�GHOLYHU�VFKHGXOHG�VHUYLFHV�

•	 $VVLVW�LQ�WKH�SUHSDUDWLRQ�RI�ZRUN�URWDV� 
DQG�DFWLYLW\�VFKHGXOLQJ�LQ�RZQ�ZRUN�DUHD� 
IRU�URXWLQH�WDVNV��

•	 $VVLVW�LQ�WKH�RUJDQLVDWLRQ�RI�WKH�GD\�WR�

GD\�WHFKQLFDO�UXQQLQJ�RI�D�VPDOO�ZRUN� 
DUHD�UHVHDUFK�SURMHFW�

Analysis and Problem Solving

•	 $SSO\�D�JRRG�XQGHUVWDQGLQJ�RI�VSHFLDOLVHG�

WHFKQLTXHV��HTXLSPHQW�DQG�V\VWHPV�

WR�FDUU\�RXW�D�UDQJH�RI�GHƬQHG�WHVWV�

DQG�DQDO\VHV�DQG�FRQWULEXWH�WR�WKH�

LQWHUSUHWDWLRQ�RI�UHVXOWV�

•	 0RQLWRU�WHFKQLFDO�VWDQGDUGV�LQ�RZQ�DUHD�

RI�ZRUN��KLJKOLJKWLQJ�DQG�SULRULWLVLQJ�DQ\�

LVVXHV�IRU�IXUWKHU�LQYHVWLJDWLRQ�

•	 'LDJQRVH�DQG�UHFWLI\�IDXOWV�SUREOHPV�ZLWK�

HTXLSPHQW�DQG�SURFHGXUHV�

•	 (QVXUH�VWRFN�OHYHOV�IRU�FRQVXPDEOHV�

and equipment are maintained at the 
appropriate level to ensure that 
�WKH\�PHHW�ZRUN�UHTXLUHPHQWV�� 
2UGHU�DQG�VWRUH�PDWHULDOV�IROORZLQJ� 
HVWDEOLVKHG�SURFHGXUHV�

•	 0DLQWDLQ�GRFXPHQWDWLRQ�DQG�UHFRUGV�

XVLQJ�VSUHDGVKHHWV�DQG�GDWDEDVHV��

•	 &RQWULEXWH�WR�GHYHORSLQJ�ZRUN�XHW^G�DLQWDLQ�GRFXPHQWDWLRQ��HGXU儀䄀䜀HV� 
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Academic and Administrative Technical Support

GRADE 5 ROLE PROFILE 

ROLE SUMMARY
The role holder will require specific 

technical or practical skills and a well 

developed working knowledge of technical 

or scientific practices and procedures 

acquired through specialist education 

in a technical discipline and substantial 

experience. The work will involve the 

application of skills and knowledge to 

provide specialist technical support to 

staff, students, more senior colleagues 

and the wider public working on a range 

of activities within well established 

procedures. Roles at this grade may 

provide technical support for defined 

research or consultancy projects. Role 

holders are expected to work without  

close supervision. The range of tasks will 

involve planning of timing and sequencing 

in order to deliver the services specified 

over many months. 

REPRESENTATIVE WORK ACTIVITIES

Communication & Relationships

•
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Academic and Administrative Technical Support

GRADE 5 ROLE PROFILE &217,18('

Service Delivery

•	 ,QLWLDWH�FRQWDFW�ZLWK�FXVWRPHUV��H[SORUH�

WKHLU�QHHGV�DQG�DGDSW�DQG�UHƬQH�ZRUN�

SUDFWLFHV�DQG�SURFHGXUHV�LQ�RZQ�DUHD��

ZKHUH�DSSURSULDWH��DQG�UHVSRQG�ƮH[LEO\�WR�

FXVWRPHU�QHHGV�DQG�UHTXLUHPHQWV�

•	 3URYLGH�WHFKQLFDO�DGYLFH�WR�VWDƪ�DQG�

VWXGHQWV��EDVHG�RQ�LQ�GHSWK�NQRZOHGJH�

DQG�H[SHULHQFH��$GYLVH�DQG�DVVLVW�VWDƪ�

DQG�VWXGHQWV�RQ�WKH�GHYHORSPHQW��GHVLJQ��

SUHSDUDWLRQ��FRQVWUXFWLRQ��DVVHPEO\�DQG�

DSSOLFDWLRQ�RI�HTXLSPHQW��WKH�VHWWLQJ�XS�

RI�H[SHULPHQWV�DQG�RU�GHSOR\PHQW�RI�

SDUWLFXODU�WHFKQLTXHV�

•	 3URPRWH�DQG�HQFRXUDJH�WKH�WHDP�WR�

GHOLYHU�H[FHOOHQW�VHUYLFH�

•	 $SSO\�NQRZOHGJH�RI�V\VWHPV�RU�HTXLSPHQW�

WR�SURYLGH�VHUYLFHV��GUDZLQJ�RQ�VNLOOV�

JDLQHG�WKURXJK�WUDLQLQJ�DQG�H[SHULHQFH��

•	 5HFHLYH�DQG�UHVSRQG�WR�HQTXLULHV�IURP�WR�

FXVWRPHUV��HVFDODWLQJ�UHTXHVWV�RXWVLGH�

RZQ�NQRZOHGJH�RU�H[SHULHQFH�WR�D�

VXSHUYLVRU�RU�PDQDJHU�WR�SURYLGH�D�WLPHO\�

DQG�FRXUWHRXV�VHUYLFH�

Planning and Organising

In supervisory roles:

•	 3UHSDUH�ZRUN�URWDV�DQG�DFWLYLW\�VFKHGXOLQJ�

IRU�URXWLQH�WDVNV�

•	 2UJDQLVH�WKH�GD\�WR�GD\�WHFKQLFDO�UXQQLQJ�

RI�D�VPDOO�ZRUN�DUHD�UHVHDUFK�SURMHFW�

•	 3ODQ�DQG�RUJDQLVH�UHVRXUFHV�WR�HQVXUH�

RSHUDWLRQDO�DQG�FRVW�HƯFLHQF\�

In non-supervisory roles:

•	 3ODQ�DQG�RUJDQLVH�D�UDQJH�RI�VSHFLDOLVW�

WHFKQLFDO�VXSSRUW�WDVNV�WR�WLPH�DQG�TXDOLW\�

VWDQGDUGV��7\SLFDOO\��SODQQLQJ�ZLOO�EH�RYHU�

PDQ\�ZHHNV�RU�PRQWKV�

•	 &RQWULEXWH�WR�RUJDQLVLQJ�VKRUW�RU�

PHGLXP�WHUP�GHYHORSPHQWV�RU� 
SURFHVV�FKDQJHV�LQ�RZQ�ZRUN�DUHD�� 
E\�DSSO\LQJ�RQHpV�VSHFLDOLVW�NQRZOHGJH� 
DQG�H[SHULHQFH�

Analysis and Problem Solving

•	 $SSO\�D�GHWDLOHG�XQGHUVWDQGLQJ�RI�

VSHFLDOLVHG�WHFKQLTXHV��HTXLSPHQW�DQG�

V\VWHPV�WR�FDUU\�RXW�D�UDQJH�RI�GHƬQHG�

WHVWV�DQG�DQDO\VHV�DQG�FRQWULEXWH�WR�WKH�

LQWHUSUHWDWLRQ�RI�UHVXOWV�

•	 &RQWULEXWH�WR�WKH�GHYHORSPHQW�RU� 
FKRLFH�RI�WHFKQLTXHV��DSSURDFKHV�� 
models and methods;

•	 $FW�DV�DQ�LQWHUQDO�DQG�H[WHUQDO�FRQVXOWDQW��

LGHQWLI\LQJ�SUREOHPV��JHQHUDWLQJ�RULJLQDO�

LGHDV�DQG�LQQRYDWLYH�VROXWLRQV�DQG�DGYLVLQJ�

RQ�WKH�GHYHORSPHQW�DQG�DSSOLFDWLRQ�RI�

specialist techniques and/or procedures 
DQG�RQ�WKH�DQDO\VLV�DQG�LQWHUSUHWDWLRQ� 
RI�UHVXOWV�

•	 $SSO\�WHFKQLFDO��VSHFLDOLVW� 
NQRZOHGJH�WR�VROYH�PRUH� 
FRPSOH[��QRQ�URXWLQH�SUREOHPV��

•	 'LDJQRVH�DQG�UHFWLI\�IDXOWV�ZLWK�

HTXLSPHQW�DQG�SURFHGXUHV�

•	 (QVXUH�DFFXUDWH�FRPSOHWLRQ�RI�

GRFXPHQWDWLRQ��UHFRUGV�DQG�UHSRUWV�

5
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GRADE 5 ROLE PROFILE &217,18('

Sensory and Physical/ 
Work Environment

•	 8VH�KLJKO\�GHWDLOHG�DQG�GHYHORSHG�VNLOOV�

ZKHUH�SUHFLVLRQ��VSHHG�DQG�FR�RUGLQDWLRQ�

RI�WKH�VHQVHV�ZLOO�EH�HVVHQWLDO�VXFK�DV�

FUHDWLQJ�REMHFWV�XVLQJ�VRSKLVWLFDWHG�

WRROV��PXOWLSOH�RU�KLJK�YDOXH�PDWHULDOV�RU�

FRQGXFWLQJ�H[SHULPHQWV�XVLQJ�KLJK�FRVW�

HTXLSPHQW�RQ�KLJK�ULVN�VDPSOHV�

•	
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Academic and Administrative Technical Support

ROLE PROFILE SUMMARY TABLE GRADES 1– 5 

Grade 1 Grade 2 Grade 3 Grade 4 Grade 5

•	 )ROORZ�VLPSOH�ZULWWHQ�RU�
RUDO�LQVWUXFWLRQV�ZLWK�
DFFXUDF\�DQG�UHOLDELOLW\�

•	 &KHFN�DQG�SDVV�RQ�EDVLF�
LQIRUPDWLRQ�DV�UHTXLUHG�
LQ�FRQWDFW�ZLWK�VWDƪ��
VWXGHQWV��RU�WKH�SXEOLF�

•	 5HIHU�PRUH�FRPSOH[�
queries to supervisor or 
OLQH�PDQDJHU�

•	 Be polite and courteous to 
SUHVHQW�D�SRVLWLYH�LPDJH�
RI�WKH�GHSDUWPHQW�

•	 8QGHUVWDQG�URXWLQH� 
ZRUN�LQVWUXFWLRQV� 
DQG�SURFHGXUHV�

•	 )ROORZ�VLPSOH�ZULWWHQ�RU�
RUDO�LQVWUXFWLRQV�ZLWK�
DFFXUDF\�DQG�UHOLDELOLW\�

•	 5HVSRQG�WR�EDVLF�
enquiries and provide 
VWDQGDUG�LQIRUPDWLRQ�

•	 5HIHU�PRUH�FRPSOH[�
queries to supervisor or 
OLQH�PDQDJHU�

•	 *LYH�LQVWUXFWLRQV��
IHHGEDFN�DQG�JXLGDQFH�WR�
FROOHDJXHV�DW�ORZHU�JUDGHV�
ZKHUH�DSSURSULDWH�

•	 5HVSRQG�DSSURSULDWHO\�
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ROLE PROFILE SUMMARY TABLE GRADES 1– 5 

Grade 1 Grade 2 Grade 3 Grade 4 Grade 5

•	 :RUN�DV�SDUW�RI�D�WHDP�
RI�SHRSOH�FDUU\LQJ�RXW�
LGHQWLFDO��RU�YHU\� 
VLPLODU�WDVNV��XQGHU� 
GLUHFW�VXSHUYLVLRQ�

•	 0DLQWDLQ�D�SRVLWLYH�DQG�
KHOSIXO�RXWORRN�

•	 6KRZ�ƮH[LELOLW\�WR�QHZ�
ideas and practices and 
WR�XQGHUWDNH�QHZ�WDVNV�
DQ\ZKHUH�DFURVV� 
WKH�8QLYHUVLW\�

•	 $FWLYHO\�SDUWLFLSDWH�LQ� 
WKH�WHDP�

•	 0DLQWDLQ�D�SRVLWLYH�DQG�
KHOSIXO�RXWORRN�

•	 6KRZ�ƮH[LELOLW\�WR�QHZ�
LGHDV�DQG�ZRUN�SUDFWLFHV�

•	
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ROLE PROFILE SUMMARY TABLE GRADES 1– 5 

Grade 1 Grade 2 Grade 3 Grade 4 Grade 5

•	 Provide a  
FRXUWHRXV�VHUYLFH�

•	 'HOLYHU�FXVWRPHU�VHUYLFH�
WR�VHW�VWDQGDUGV�

•	 Provide a  
FRXUWHRXV�VHUYLFH�

•	 Receive and respond to 
HQTXLULHV�DQG�UHTXHVWV�

•	 5HIHU�UHTXHVWV�RXWVLGH�
RZQ�NQRZOHGJH��RU�
H[SHULHQFH�WR�VXSHUYLVRU�

•	 'LVSOD\�DQ�DZDUHQHVV�RI�
FXVWRPHU�QHHGV�

•	 &RQVLVWHQWO\�PHHW� 
VHUYLFH�VWDQGDUGV�

•	 Receive and respond to 
HQTXLULHV�DQG�UHTXHVWV��
MXGJLQJ�ZKHQ�WR�UHIHU�
UHTXHVWV�WR�VXSHUYLVRU�

•	 &RQVLVWHQWO\�PHHW�VHUYLFH�
VWDQGDUGV�DQG�FKHFN�WKH�
TXDOLW\�RI�ZRUN�FDUULHG� 
RXW�E\�WHDP�PHPEHUV� 
DW�ORZHU�JUDGHV�

•	 &DUU\�RXW�D�UDQJH�RI�
support activities to 
FRQWULEXWH�WR�UXQQLQJ�D�
VPRRWK�VHUYLFH�

•	 Receive and respond to 
HQTXLULHV�DQG�UHTXHVWV��
WDNLQJ�DSSURSULDWH�DFWLRQ�
to deliver a courteous and 
HƪHFWLYH�VHUYLFH�

•	 -XGJH�ZKHQ�LWpV�
appropriate to  
HVFDODWH�PDWWHUV�

•	 'HOLYHU�D�UDQJH�RI�
customer services to an 
DJUHHG�TXDOLW\�VWDQGDUG�

•	 Build relationships  
ZLWK�FXVWRPHUV�

•	 ,GHQWLI\�ZD\V�WR�LPSURYH�
VHUYLFH�TXDOLW\��

•	 %XLOG�UHODWLRQVKLSV�ZLWK�
FXVWRPHUV��DV�NH\�FRQWDFW�

•	 6SHFLI\�VHUYLFH�
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Grade 1 Grade 2 Grade 3 Grade 4 Grade 5

•	 &DUU\�RXW�DOORFDWHG��
SUHVFULEHG�WDVNV�WR� 
time and to the  
VWDQGDUG�UHTXLUHG�

•	 :RUN�WR�ZHOO�HVWDEOLVKHG�
URXWLQHV�

•	 7DVNV�ZLOO�EH�DOORFDWHG� 
E\�D�VXSHUYLVRU�

•	 &DUU\�RXW�D�UDQJH�RI�
VWDQGDUG�WDVNV�ZLWKLQ�DQ�
HVWDEOLVKHG�SURFHVV�DQG�
ZLWKLQ�FOHDU�JXLGHOLQHV�

•	 7DVNV�ZLOO�JHQHUDOO\�EH�
DOORFDWHG�E\�D�VXSHUYLVRU��
EXW�UROH�KROGHU�PD\�
SULRULWLVH�VWDQGDUG�WDVNV�

In supervisory roles:

•	 3ULRULWLVH�DQG�RUJDQLVH�D�
UDQJH�RI�VWDQGDUG�WDVNV� 
DW�*UDGH�ƶ�DQG�Ʒ�

In non-supervisory roles:

•	 )ROORZ�D�FOHDU�EULHI�WR� 
FDUU\�RXW�D�UDQJH�RI 
�WDVNV�DQG�DFWLYLWLHV�

•	 :RUN�WR�DOORFDWHG�
VFKHGXOHV�DQG�SULRULWLHV�

•	 3ULRULWLVH�RZQ�GHƬQHG�
ZRUN�DFWLYLWLHV�

In supervisory roles: 

•	 3ODQ�DQG�RUJDQLVH�RZQ�
ZRUN�DQG�WKDW�RI�RWKHUV�
WR�HQVXUH�D�UDQJH�
RI�VWDQGDUG��URXWLQH�
activities are scheduled 
DQG�GHOLYHUHG�DFFRUGLQJ�
WR�DJUHHG�GHDGOLQHV�DQG�
VHUYLFH�VWDQGDUGV�

In non-supervisory roles:

•	 )ROORZ�D�FOHDU�EULHI�
VXSSOLHG�E\�WKH� 
WHDP�OHDGHU�

•	 3ODQ�RZQ�ZRUN�IRU�VSHFLƬF�
WDVNV�DQG�SULRULWLVH�WDVNV�
IRU�WKH�VKRUW�WHUP� 
�GD\�RU�ZHHN��

•	 5HIHU�WR�WHDP�OHDGHU�
IRU�WKH�VFKHGXOLQJ�QRQ�
VWDQGDUG�ZRUN�

•	 6XSSRUW�FROOHDJXHV�LQ�
SODQQLQJ�DQG�RUJDQLVLQJ�
D�VSHFLƬF�SURJUDPPH��
SURMHFW�RU�HYHQW�

In supervisory roles:

•	 3ODQ�DQG�SULRULWLVH�ZRUN�
WDVNV�IRU�WKH�WHDP�RYHU�
the short and medium 
WHUP��ZHHNV�DQG� 
PRQWKV�DKHDG��

•	 2YHUDOO�GLUHFWLRQ�SURYLGHG�
E\�PDQDJHU�

•	 'HOHJDWH�HƪHFWLYHO\�

•	 (QVXUH�HƪHFWLYH�GD\� 
WR�GD\�RSHUDWLRQ�RI� 
WKH�WHDP�IXQFWLRQ�YHUDOO�GLUHFWLRQ�SURYLGHG�
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Grade 1 Grade 2 Grade 3 Grade 4 Grade 5

•	 6ROYH�EDVLF�SUREOHPV�
XVLQJ�LQVWUXFWLRQ�PDQXDOV�
DQG�XVHU�JXLGHV��

•	 .QRZ�ZKHQ�WR�UHIHU�
SUREOHPV�WR�VXSHUYLVRU�

•	 %DVLF�UHFRUG�NHHSLQJ��ƬOLQJ�
RU�GDWD�HQWU\�

•	 6ROYH�EDVLF�SUREOHPV�
ZKHUH�GHWDLOHG�LQVWUXFWLRQ�
PDQXDOV�DQG�JXLGHOLQHV�
DUH�DYDLODEOH�

•	 :RUN�ZLWKLQ�HVWDEOLVKHG�
SUDFWLFHV�DQG�SURFHGXUHV�

•	 &RPSOHWH�VLPSOH�IRUPV�
DQG�EDVLF�SDSHUZRUN�

•	 5RXWLQH�UHFRUG�NHHSLQJ�

•	 0DLQWDLQ�VWRFN�OLVWV��FDVK�
UHFHLSWV�HWF�

•	 0DNH�DQ�LQLWLDO�DVVHVVPHQW�
RI�WKH�VLWXDWLRQ�IROORZLQJ�
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Grade 1 Grade 2 Grade 3 Grade 4 Grade 5

•	 /HDUQLQJ�JDLQHG�WKURXJK�
VRPH�ZRUN�H[SHULHQFH�
DQG�WUDLQLQJ�

•	 %DVLF�QXPHUDF\� 
DQG�OLWHUDF\�

•	 %DVLF�NQRZOHGJH�RI�
HVWDEOLVKHG�SUDFWLFHV�

•	 'HPRQVWUDWH�NQRZOHGJH�
RI�ZRUN�V\VWHPV��
HTXLSPHQW�DQG�SURFHVVHV�

•	 Basic vocational 
TXDOLƬFDWLRQV�ZLWK�VRPH�
UHOHYDQW�ZRUN�H[SHULHQFH�

•	 'HPRQVWUDWH�D�EDVLF�
NQRZOHGJH�RI�KHDOWK� 
DQG�VDIHW\�DQG� 
8QLYHUVLW\�SURFHGXUHV�

•	 9DOLG��FOHDQ�GULYLQJ�OLFHQFH�

•	 3URƬFLHQW�VWDQGDUG�
UHODWLQJ�WR�WKH�XVH�
RI�UHOHYDQW�V\VWHPV��
HTXLSPHQW��SURFHVVHV�DQG�
UHOHYDQW�,7�SDFNDJHV��

•	 'HPRQVWUDWH�D�JRRG�
ZRUNLQJ�NQRZOHGJH�RI�
KHDOWK�DQG�VDIHW\�SROLF\� 
DQG�SURFHGXUHV�

•	 Relevant vocational 
TXDOLƬFDWLRQV�H�J��194�Ʒ��
*&6(��&LW\�	�*XLOGV�

•	 5HOHYDQW�ZRUN�H[SHULHQFH�

•	 9RFDWLRQDO�TXDOLƬFDWLRQV�
H�J��+1&��$�OHYHO��194Ƹ�

•	 3URYHQ�ZRUN�H[SHULHQFH� 
LQ�UHOHYDQW�UROHV�

•	 Relevant trade 
TXDOLƬFDWLRQV�

•	 4XDOLƬHG�E\�DSSURSULDWH�
ERG\�WR�FRPSO\�ZLWK�
VWDWXWRU\�UHJXODWLRQV� 
H�J��*DV�6DIH

•	 6HVVHV�DQG�0者��စ瀀々倀ROHV�

•	

•


