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University of Glasgow
Department of Physics and Astronomy
Part Time Secretary – Grade 3 (50%)

£12556-14536 p.a. pro rata 


You will assist the Project Leader of the GridPP project, involving 19 UK institutes and overseas links, in managing an innovative e-Science project. The post is for 17.5 hrs/week until 31 Aug 2004.

Informal enquiries to Dr A T Doyle (a.doyle@physics.gla.ac.uk). For further particulars and application pack see http://ppewww.ph.gla.ac.uk Applications should be sent to Ms E Davis, Kelvin Building, University of Glasgow, Glasgow, G12 8QQ, quoting ref no xxx/02. Closing date 31 Jan 2002.

UNIVERSITY of GLASGOW

DEPARTMENT OF PHYSICS AND ASTRONOMY
Secretary –part time (50%): GridPP Project

GRADE 3 - £12556-14536 PER ANNUM  pro rata
REF xxx/02

LINE MANAGER: Dr A.T. Doyle, GridPP Project Leader

ACCOUNTABLE TO: Prof. D.H. Saxon, Head of Particle Physics Experiment Group

The GridPP project is a collaboration of Particle Physicists and Computing Scientists from 19 UK Institutes and CERN, Geneva. It is funded by the Particle Physics and Astronomy Research Council (PPARC), with a budget of £17M until 2004. The Project Leader is Dr A T Doyle of the University of Glasgow. The person appointed will assist the Project Leader, and be a point of contact for all matters relating to GridPP staff. The nature of work will routinely involve the post holder in daily contact with researchers from across the UK, and abroad. 

KEY TASK SUMMARY

1. To administer the day-to-day running of the project, collaboration meetings and various monitoring schemes;

2. To provide input to the GridPP Resource Manager in monitoring the £17M budget allocated to the project;

3. To assist in the production of activity reports for external Committees;

4. To liaise with members of the GridPP Collaboration in all partner universities and institutes;

KEY TASKS

Specific duties to be undertaken by the post holder will include:

To administer the day-to-day running of the project, collaboration meetings and various monitoring schemes;

· liaise with the PPARC e-Science team in Swindon

· web-based filing duties connected with GridPP membership

· assist the local organising committees in the organisation and running of the GridPP Collaboration meetings three times per year

· minute weekly project meetings

To provide input to the GridPP Resource Manager in monitoring the £17M budget allocated to the project;

· inputting of data into the resource management and collation of data on technical progress

· maintaining staff monitoring schemes

· maintaining up to date information on agreements between partner institutes

To assist in the production of activity reports for external Committees;

· assisting in the promotion of GridPP work externally

· maintaining up to date information on partner institutions 

· responsibility for secretarial work connected with the GridPP Oversight Committee

To liaise with members of the GridPP Collaboration in all partner universities and institutes;

· act as a point of contact for GridPP members engaged in Grid research

· responsibility for dispatching publicity materials in response to e-mail, written and telephone enquiries

· assist in making travel arrangements for GridPP staff

· liaise with National e-Science centre activities

· other duties as required by the Project Leader

A review of duties and responsibilities will be undertaken at an agreed time, nominally after six months.

The GridPP activity is part of the Experimental Particle Physics Research Group (52 members) within the Department of Physics and Astronomy. There are eight research groups in the Department with a research income of over £8M last year. The Department is rated Grade 5 in the 2001 Research Assessment Exercise, and has an ‘excellent’ rating for teaching.

The mission of the University is to be a major research-led university operating in an international context with the following fundamental aims: 

· to provide education through the development of learning in a research environment 

· to undertake fundamental, strategic and applied research 

· to sustain and add value to Scottish culture, to the natural environment, and to the national economy.

Person Specification

FACTORS



CRITERIA





Education 

and

Professional
Essential


Education to at least higher level

Qualifications
Desirable


Formal secretarial training

Experience/Training

(including research experience
Essential


Familiarity with MS Office, PowerPoint, Explorer  and electronic mail

Previous Experience in an office environment.

if appropriate)
Desirable


Web page authoring

Previous financial experience including the monitoring of budgets

Specific aptitude

and abilities
Essential
Good IT Skills

Minute-taking skills/experience

Flexibility and ability to work on own initiative and take responsibility in the absence of the project leader. 

Ability to manage time effectively

Good problem solving skills.




Desirable


Interpersonal skills
Essential


Good communication and interpersonal skills

Ability to work as part of a team


Desirable




Special factors
Essential





Desirable


Experience in the operation of video-conferencing. (Training available.)

Trade Unions
By virtue of its agreement with them, the University provides the recognised Trade Unions with the names and departmental addresses of all newly appointed members of staff.

Terms and Conditions
Salary will be on the Secretarial & Clerical Grade 3 Scale £12556-14536 per annum, pro rata

The job is part-time (50% = 17.5 hours per week). Prefered hours of work are 0930-1430 Monday-Thursday including a 30 minute break, subject to negotiation at interview time. The post is available until 31 Aug 2004.

New entrants to the University will be required to serve a probationary period of 6 months. The successful candidate will be eligible to join the Non Academic Staff Pension Scheme (NASPS) 

Applications
Application forms should be submitted to the Ms E Davis, Dept. of Physics and Astronomy, University of Glasgow, GLASGOW G12 8QQ. Closing date 31 January 2001. Quote ref no xxx/02.

Notes:
Two occupational referees are required, one of whom should be your present or most recent employer.
It is University policy to approach referees for short-listed candidates in advance of interviews, unless otherwise stated on the Non-academic Application Form.

