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	Job title
	Knowledge Exchange Administrator

	Department
	Research

	Responsible to
	Knowledge Exchange, Innovation and Entrepreneurship Officer

	Responsible for
	N/A

	Grade
	4

	Location
	UHI House, Inverness or flexible 

	
	

	Criteria
	Essential
	Desirable

	Qualifications
	· Educated to at least SCQF level 7 or equivalent  
· Higher English (Grade C or above) or equivalent 
· Evidence of continuing personal / professional development
	

	Experience
	· Minimum 2 years experience in an administrative support capacity 
·  Experience of managing and analysing information using computer based systems e.g. spreadsheets, databases
	· Relevant administrative experience gained in a higher or further education environment

	Knowledge and skills
	· Excellent ICT skills 
·  Good organisational and planning skills
· High standard of accuracy, and professional presentation of work
· Ability to communicate effectively in writing and orally
· Ability to prioritise and manage own workload, k
	

	Personal qualities
	· Ability to work as part of a team, and initiate and maintain positive relationships with others
· Capable of working in a highly pressurised, demanding and rapidly changing environment 
· Able to apply discretion when working with sensitive and/or confidential information
	

	Other circumstances
	· Must be flexible e.g. willing to provide cover in times of need 
· Willing to undertake training as required
	Knowledge of, or interest in, Gaelic language and culture.
Commitment to support the achievement of UHI's Sustainability Policy and Strategy 2023-30 objectives.
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