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Vice-Chancellor’s Chief of Staff
	Department:
	Executive Office

	Grade/ Salary:
	Grade 9, £63,655 - £71,157 (pro-rata, inclusive of London weighting)

	Contract Type:
	Permanent

	Hours:
	Full time

	Location:
	Goldsmiths University of London




Goldsmiths

Goldsmiths, University of London is a world-leading centre of educational excellence where ground-breaking research meets innovative teaching and thinking. We're looking for inspiring and talented people to help build on our global reputation while also growing personally in a true learning organisation.

As a college we are working to tackle inequality in all its forms and are working to promote equality on grounds of race, disability, age, sex, gender identity, sexual orientation, religion and belief, marriage and civil partnership, pregnancy and maternity, and caring responsibilities. We are keen to attract candidates from diverse backgrounds who share our commitment to creating an inclusive culture in which all students and staff can thrive.

[bookmark: _Hlk96941835]Information for candidates with disabilities can be found on our Disability & Individual needs page. We are happy to supply information in alternative formats for disabled applicants. Please contact hr-recruitment@gold.ac.uk to make your request.




Vice-Chancellor’s Office

 Job description
The Chief of Staff is a senior member of the Vice-Chancellor’s Office and a trusted adviser to the Vice-Chancellor, supporting the effective leadership, coordination and delivery of the University’s strategic priorities.


Reporting to: 		Vice-Chancellor
Reports: 		Staff in Vice-Chancellor’s Office

Summary:
Working at the centre of the University, the Chief of Staff will ensure that the Vice-Chancellor is exceptionally well briefed and supported; that decisions and priorities are communicated clearly across the institution; and that agreed actions are followed through.
The role requires excellent written and verbal communication skills, and the ability to understand complex institutional issues quickly and translate them into clear advice, messages and actions.
The Chief of Staff will work closely with members of the senior leadership team and colleagues across the University, while maintaining clear boundaries with the responsibilities of established University functions, including Governance and Communications.

Main duties:
Ensure that the Vice-Chancellor is well prepared for significant meetings, decisions and engagements through concise, accurate and insightful briefing.
Anticipate issues requiring the Vice-Chancellor’s attention and ensure that they are identified and addressed at the appropriate stage.
Undertake research and analysis on strategic and sensitive matters and draw together information and perspectives from across the University.
Support the Vice-Chancellor in prioritising competing demands and ensuring that their time and attention are focused on the most important institutional issues.
Support the Vice-Chancellor in communicating clearly and effectively with staff, students, Council and the wider University community.
Draft speeches, presentations, staff communications, correspondence, briefings and other material for the Vice-Chancellor, capturing their voice and ensuring clarity and consistency.
Support the preparation of the Vice-Chancellor’s communications around major institutional decisions, organisational change and significant University developments.
Ensure that complex decisions and their rationale can be communicated clearly and appropriately to different audiences.
Work closely with colleagues in Communications to ensure alignment between the Vice-Chancellor’s communications and wider institutional communications, while maintaining a particular focus on the Vice-Chancellor’s own voice, priorities and internal leadership role.
Work with members of the senior leadership team to translate the Vice-Chancellor’s priorities into clear actions, responsibilities and timescales.
Maintain oversight of major institutional priorities and commitments on behalf of the Vice-Chancellor, identifying dependencies, risks and areas where intervention may be required.
Track significant decisions and actions arising from senior leadership discussions and ensure appropriate follow-through.
Support coordination across organisational boundaries where issues involve several academic or Professional Services areas.
Where appropriate, lead or coordinate specific strategic projects on behalf of the Vice-Chancellor.
Ensure that matters brought to the Vice-Chancellor are sufficiently developed, with clear options, implications and recommendations where appropriate.
Support the Vice-Chancellor in ensuring that the senior leadership team operates effectively as a collective leadership body.
Identify issues requiring collective senior leadership attention and ensure that they are brought forward at the appropriate time.
Help ensure effective communication between members of the senior leadership team and across the wider University.
Support a disciplined rhythm of institutional planning, decision-making, performance review and delivery.
Oversee the effective operation of the Vice-Chancellor’s Office, working closely with the Vice-Chancellor’s Executive Assistant and other colleagues supporting the Office.
Ensure that the Vice-Chancellor’s meetings and engagements are appropriately prioritised and supported by high-quality briefing and follow-up.
Exercise judgement about matters requiring the Vice-Chancellor’s personal involvement and those that should appropriately be delegated or redirected.
Establish effective systems for tracking the Vice-Chancellor’s commitments, decisions and priorities.
Ensure that correspondence and requests directed to the Vice-Chancellor are handled effectively and consistently.
Act as an effective conduit between the Vice-Chancellor and colleagues across the University, ensuring that information, concerns and emerging issues are communicated accurately and sensitively.
Help the Vice-Chancellor maintain visibility and engagement across the University and remain connected to the experiences and perspectives of staff and students.
Develop effective networks across the institution so that emerging issues, concerns and opportunities can be identified early.
Handle sensitive, confidential and complex matters with discretion and sound judgement.
Work closely with governance colleagues to ensure appropriate coordination between the Vice-Chancellor’s executive responsibilities and the University’s governance arrangements, while respecting the distinct responsibilities of the governance function.
Support the Vice-Chancellor in preparing for Council and other significant governance meetings.
Work closely with Communications colleagues to ensure effective coordination between the Vice-Chancellor’s priorities and wider institutional communications.

· You will be required to undertake any other duties as may reasonably be required
· Ensure that you are aware of and aligned with Goldsmiths’ Regulations, Strategy, and Objectives to work together to proactively advance Equality and Diversity
· At all times to help maintain a safe working environment by participating in training as necessary and following the Goldsmiths’ Health and Safety Codes of Practice and Policy



Person Specification

Detailed below are the types of qualifications, experience, skills, and knowledge which are required of the post holder. Selection will be made upon evidence of best fit with these criteria.

The Essential criteria sections show the minimum essential requirements for the post, therefore if you cannot demonstrate in your application, you meet the essential criteria categorised below, you will not be invited to interview.

The Desirable criteria sections show additional attributes which would enable the applicant to perform the role more effectively with little or no training. 

The Category column indicates the method of assessment:

	A = Application form 		C = Certificate
	I = Interview	   R = Reference
	T = Test	   P = Presentation
	
	Category

	Essential Criteria 1 - Qualifications
	

	Exceptional written and verbal communication skills, with the ability to write confidently and authentically for a senior leader.
	AI


	Ability to interact at the highest levels with tact, diplomacy and effectiveness.
	AI

	
	

	Management of competing priorities.
	AI

	Managing confidential and sensitive material.
	AI

	Essential Criteria 2 - Experience
	

	
	

	
	

	Desirable Criteria 2 - Experience
	

	Experience of supporting executive staff
	AI

	
	

	Essential Criteria 3 – Knowledge
	

	
	

	
	

	Desirable Criteria 3 - Knowledge
	

	
	

	
	

	Essential Criteria 4 - Skills
	

	
	

	
	

	Desirable Criteria 4 - Skills
	

	
	

	
	



[bookmark: _Hlk96941029]Please also note that where qualifications are required, employment is conditional on the verification of them. Qualifications (must be original documents) will be checked on or before the first day of appointment.
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Summary of Benefits

If you choose to work with us, you’ll become part of a learning organisation that is committed to professional and personal development, with comprehensive and innovative staff development and wellbeing programmes.

You’ll also have access to frequent lunchtime and evening talks, seminars and performances, and annual performance and development reviews.

Our other benefits include:

· Competitive salary
· Working in Zone 2, with fantastic transport links and interest free travel to work loans
· Excellent annual leave entitlement plus additional closure days at Christmas and Easter
· 3 days of volunteering leave per annum, plus parental and study leave allowance.
· Maternity, paternity, shared parental leave and adoption leave and pay
· Membership of USS or LPFA pension scheme, dependent upon grade
· Contractual sick pay provision
· Access to an Employee Assistance Programme, offering 24/7/365 confidential and free advice, support, and information service on a range of personal, family, or work-related matters. 
· Free eye tests
· Cycle to work scheme
· Wellbeing initiatives including the Chaplaincy and Staff Choir
· On-site dining facilities 
· Access to University of London facilities such as Senate House Library
· Membership of Staff Diversity Networks: (Dis)Ability, Goldsmiths Race Equality Group, LGBTQ+, Menopause, Parents and Carers, Women at Goldsmiths. (Staff are also encouraged to join networks as Allies should they wish to do so rather than as members)

Further information
 
For more information about Goldsmiths, please visit: www.gold.ac.uk/about

Thank you for your interest in working with us, we wish you all the best with your application. 
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