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	July 2017
Office Administrator (circa 12 month maternity cover contract)
Thank you for your enquiry about the above post.  Enclosed you will find a briefing pack consisting of the following documents:

· Outline of the Council and its activities.

· A summary of the role and the terms and conditions of service.

· Job description and person specification.

· Application form

Further information on the Council can be found on our web site, http://www.nuffieldbioethics.org
· Closing date for applications is 10.00 am on 31 July
· Interviews will be held on 10 August
It is offered on a full-time basis, working 35 hours per week.  However, flexibility to work between 28 – 35 hours would be considered.

Eligibility to work.  Applicants must be able to prove that they are entitled to live and work in the UK.

If you have any queries about the position please contact Carol Perkins, either on the above number or by email cperkins@nuffieldbioethics.org.
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	Office Administrator (circa 12 month maternity cover contract)
Background Information

About the Council

The Nuffield Council on Bioethics is an independent body that examines and reports on ethical issues in biology and medicine. The Council has achieved an international reputation for advising policy makers and stimulating debate in bioethics.
The Council has published over 30 reports on a wide range of bioethics issues, including biodata, emerging biotechnologies, mitochondrial DNA disorders, children and clinical research, the use of human bodies in medicine and research, genome editing, and non-invasive prenatal testing.
It was established by the Trustees of the Nuffield Foundation in 1991, and since 1994 it has been funded jointly by the Foundation, the Wellcome Trust and the Medical Research Council. Funding is provided as a 5-year block grant. The current funding period runs from 2012 to 2017.

Find out more about the Council at: www.nuffieldbioethics.org 

The Executive
The Executive is located within the Nuffield Foundation building at 28 Bedford Square and the staff are employees of the Foundation. The Executive is the executive body working with a deliberative body of appointed non-executive members. The Director is Hugh Whittall, and the Executive currently has 11 members of staff.
The Foundation
The Nuffield Foundation is an endowed charitable trust, established in 1943 by William Morris (Lord Nuffield), the motor car manufacturer. With assets of some £200m and annual expenditure of £10m, it is one of the larger UK foundations. 

The Role
The main purpose of the role is to provide administrative support to ensure the efficient running of the office. This will include general office administration; organising national and international travel; administering working party and other meetings; helping to update the website; maintaining the office diary, a contacts database and other databases; helping to organise and promote events; and a variety of other tasks that arise in the day-to-day work of this small but busy team.

Candidates should have a good general standard of education, and have sound, relevant administrative experience. This should be coupled with excellent organisational skills and the ability to work independently and as part of the team. Candidates will possess strong written and oral communication skills, be able to use their initiative, and show good attention to detail. Experience of MS Office is also essential.

This is an excellent opportunity for someone to improve their skills in office administration in the interesting area of bioethics. 

The role is based at our offices at 28 Bedford Square in London.  The post is offered on a fixed term for up to 12 months for maternity cover, ideally starting in early September.  It is offered on a full-time basis, working 35 hours per week.  However, flexibility to work between 28 – 35 hours would be considered.
Closing date for applications: 10.00 am 31 July
Interviews: 10 August
The salary for this role will be in the range of £25,000-£27,000 per annum (dependent on skills and experience)




	JOB DESCRIPTION 

	Job title
	Office Administrator
	
	

	Job holder
	To be filled
	Reports to
	PA 

	Job type
	Maternity cover – circa 12 month contract
	Date created/amended
	1 July 2017

	Key areas of responsibility
	To provide comprehensive administrative support to ensure the efficient running of the office and its working parties.
The full range of activities for the post is described below.


	Managerial responsibilities
	None

	Responsibilities 
Including but not limited to:

	1. General office administration

	
	· Act as receptionist for the Executive
· Maintain electronic and paper filing systems

· Maintain the office diary

· Arrange meetings and hospitality

· Circulate journals and maintain subscriptions
· Maintain databases of media mentions and report citations
· Format and distribute the fortnightly bulletin
· Help organise and promote Council events, such as report launches
· General internet research when required

	2. Travel arrangements

	
	· Organise travel and accommodation for the Executive and Council members attending conferences and meetings in the UK and abroad

· Prepare meeting packs to ensure that staff are fully organised and prepared for events

· Liaise with the organisers of conferences

	3. Administration of working parties

	
	· Organise working party meetings
· Collate and distribute meeting papers

· Help with the administration of consultations and the responses

	4. Maintenance of the database

	
	· Maintain and update the department’s contacts database

	5. Maintenance of the Council’s publications

	
	· Monitor the stock of publications to ensure an adequate supply

· Receive all enquiries regarding the Council’s publications, despatch orders and raise invoices

· Organise the sending of materials to conferences and events

	Other

	
	· The above list of key responsibilities (and associated activities) is not exhaustive.  It may be necessary to carry out other work within the scope of the role, as reasonably requested


	Person specification - Office Administrator

Candidates must be able to demonstrate the experience, skills and abilities set out below. They should have a good general standard of education and have sound, relevant administrative experience.


	Essential (E) or Desirable (D)

	Experience



	Experience of general office administration
	E

	Experience of working in a team
	E

	Experience of liaising with many people at different levels
	E

	
	

	Knowledge and Skills

	Excellent organisational skills
	E

	Good literacy and numeracy skills
	E

	Strong written and oral communication skills
	E

	High-level IT skills (including MS Word and Excel)
	E

	The ability to work to a high level of detail and accuracy
	E

	
	

	Personal Qualities

	A well-organised, logical approach to work
	E

	The ability to work to deadlines, managing peaks and troughs of work
	E

	The ability to take initiative and work independently when required
	E

	A flexible attitude to work and a willingness to help out as needed
	E

	Tact, discretion and the ability to maintain confidentiality
	E

	An interest in learning new skills
	E

	
	


	Terms and Conditions of Service – Office Administrator – circa 12 month maternity cover

	1. References

	Any offer of appointment will be subject to two references satisfactory to the Foundation.

	2. Terms of Employment

	The contract is anticipated to be for a fixed term of one year, continuing until the Communications Officer returns to work after her period of maternity leave at which time it will automatically expire unless agreed between the individual and the Nuffield Foundation. This agreement can be terminated by either party giving to the other not less than one month’s written notice. There will be a probationary period of three months with a formal appraisal by the line manager at the end of this period. If performance is unsatisfactory, the Foundation reserves the right to terminate the appointment at one week’s notice.

	3. Duties and Hours of Employment

	The main duties of the Office Administrator will be those set out in the job description, and may be varied from time to time after consultation.  The hours for this post are 35 hours per week (flexibility to work between 28-35 hours would be considered).  Normal office hours at the Foundation are 9.30 a.m. to 5.30 p.m. Monday to Friday with an hour for lunch, although there is some flexibility regarding exact start and finish times. 

	4. Salary

	The salary for this post will be commensurate with experience, but is expected to be in the range of £25,000 - £27,000 per annum.  Salaries are reviewed annually and, if a cost of living allowance is granted, this will be implemented on 1st January. 

	5. Pension

	The Foundation will provide a pension scheme for employees and where employees contribute up to 5% of their salaries, the Foundation will contribute at a ratio of 2.2:1 i.e. to a maximum of 11% of salary. The Foundation also awards employees an unmatched annual lump sum of £1,128, paid monthly, irrespective of whether the employee makes contributions of their own towards their pension.  This amount is calculated on a pro rata basis for part-time employees or those on a fixed term contract.

	6. Life Assurance

	All members of staff are provided with life cover of three times their annual salary, so long as they remain in the Foundation’s employment.

	7. Annual Leave

	The annual leave year commences on 1 January and ends on 31 December.  The entitlement for this post is 26 working days (pro rata for part-timers), plus Bank Holidays. The Foundation is normally closed between Christmas Eve and New Year and requires all staff to take three days annual leave in this period.

	8. Season Ticket Loan

	Staff may apply for an interest-free loan to cover the cost of a season ticket to and from work.

	A full statement of the main terms and conditions of service will be supplied with any formal offer of appointment.  The above information may be helpful to applicants as a guide but should not be treated as a substitute for the full statement.


	THE NUFFIELD COUNCIL ON BIOETHICS
28 Bedford Square, London WC1B 3JS  T: 020 7631 0566  F: 020 7323 4877  Registered Charity No. 206601

	Application for Employment

Please complete in black ink, typescript or word process in same format.


	Position Applied For
	

	Last Name
	
	First Name
	

	Title (Mr/Mrs/Ms/Dr etc)
	

	Address
	

	Telephone (Day)
	
	Telephone (Evening)
	

	Personal email address
	

	Where did you hear about this appointment? 

	Guardian online:
	
	Jobs.ac.uk:
	
	Other (please specify):
	

	Nuffield Council website:
	
	Word of mouth:
	
	Charity jobs.ac.uk
	


	Education and Qualifications

	Name of Institution

University, college, school etc
	Dates Attended
	Qualification achieved and subjects taken

	
	
	

	
	
	

	
	
	

	
	
	

	Additional qualifications, membership of professional bodies etc

	

	

	

	Other courses and training undertaken (work and outside work)

	

	

	


	Employment History

	Present or most recent employer

	Employer’s name and address 
	

	Job title
	

	Dates of employment
	

	Please give details of your duties and responsibilities


	

	Salary and benefits
	

	What is your notice period?
	

	Previous Experience

Please include details of employment, paid and unpaid, most recent first

	Employer’s Name
	Post Held (including key responsibilities)
	Dates

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Information in support of your application

	Please tell us about your background and experience to date, and explain why you think you are suited to the post and, more importantly, what you will bring to the work.  Please address the criteria outlined in the person specification, providing concrete examples in support of what you say.  

Please do not exceed two pages

	

	References

	First referee
	Second referee

	Name
	
	Name
	

	Position held/ relationship
	
	Position held/ relationship
	

	Address
	
	Address
	

	Telephone
	
	Telephone
	

	Email address
	
	Email address
	

	May we contact before interview? Y/N
	
	May we contact before interview? Y/N
	


	Additional Information

	Do you require any reasonable adjustments, due to a disability or health condition, to enable you to attend an interview, or which you wish us to take into account when considering your application? Y/N


	

	If yes, please indicate below:

	

	Are you able to provide proof of your entitlement to work in the UK? Y/N

In accordance with Section 8 of the Asylum and Immigration Act 1996, an offer of employment will only be confirmed upon receipt of original documentation e.g. N.I. Number, P45, Passport.
	

	Have you ever been convicted of a criminal offence? Y/N

(Declaration subject to the Rehabilitation of Offenders Act 1974)
	

	If yes, please explain below:

	


	Declaration

	I, ____________________________ (name), give The Nuffield Council on Bioethics my explicit consent to hold this application form, in accordance with their Data Protection Policy for a period not exceeding 12 months, from the closing date.

I confirm that the information given on this form is true and correct and can be treated as part of any subsequent Contract of Employment.

Signed: _______________________________________                       Date: ____________________


Please return this form no later than 10am on 31 July 2017 by email to: recruitment@nuffieldfoundation.org
