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Details  

Job Title:  Heritage Projects Administrator (fixed term 1st February 2021 until 30th April 
2023) 

Department:  Arts & Culture Projects 
Faculty of Creative Arts, Technologies & Sciences (CATS) 

Job Reports To:  Arts & Culture Projects Manager 

Location:  Luton, Park Square 

Post Number: BEDS1801 

Pay Point: Grade 5 0.8 FTE £23,067 pro rata 

Context 

 
The Arts and Culture Projects team partners with many regional, national and international cross-sector 
organisations to widen participation into the creative and heritage industries and enable current and budding 
practitioners in our communities to thrive. The team works laterally across the University’s academic schools and 
professional departments to mobilise and share knowledge for the betterment and sustainable growth of the local 
creative, heritage and cultural educational sectors.  
 
Based in this context, and reporting to the Arts and Culture Projects Manager, the Heritage Projects Administrator 
will deliver high-quality administrative support to the Arts and Culture Projects Manager and the Heritage Projects 
and Partnerships Officer for the University’s newly funded capacity building and skills development programmes: 
Heritage Impact Accelerator and Heritage Enterprise Hub, funded by the National Lottery Heritage Fund.  
 
Responsibilities, subject to the nominated partnership(s) and associated agreements, include: administration 
duties, maintaining project records, processing enquiries from participants and partners (externally and within 
the University), supporting evaluation administration processes, undertaking financial processing and budget 
administration duties, and assisting with events administration. 
 

Key Elements (please tick as appropriate)  

       

1. This post has MANAGEMENT RESPONSIBILITY YES  NO X  

2. This job requires SAFEGUARDING YES  NO X  

3. This is a KEY POST (i.e. must have nominated deputy) YES  NO X  

 

Principal Accountabilities 

 Provide high quality administrative support to the Arts & Culture Projects Manager including the 

organisation of meetings and events, scheduling of activities, preparation of associated materials, the 

administration of the project budget and UoB financial processing, production and circulation of Project 

Delivery and Management papers, and participant, partner and stakeholder correspondence; 

 Support the Arts & Culture Projects Manager and Heritage Projects and Partnerships Officer to record 

and maintain the project’s monitoring and evaluation processes, ensuring adherence to project and 

programme requirements, including under the guidance of the Arts & Culture Projects Manager: 

 Maintaining project and funding body records and documentation 

 Scheduling, planning and making arrangements to support project and programme delivery 

 Contributing to the plans and arrangements for the communication and marketing of the project and 

programme activity  

 Corresponding with project participants and contributing to project social media communications 

 Meeting health and safety requirements 

 The effective use of digital resources. 

 Develop and maintain a database of key contacts, participants and stakeholders; 
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 Produce e-mails and high quality correspondence, update documents, take minutes and produce written 

reports as instructed by the  Arts & Culture Projects Manager, as required; 

 Organise and coordinate events, including liaison with stakeholders and participants and hospitality 

arrangements such as room bookings, equipment set-up, catering requirements, registration, meeting 

and greeting, the training and coordination of volunteers and hotel accommodation bookings; 

 Support to the Arts & Culture Manager at public events, including stewardship of audiences, and the 

production of signage; 

 Supporting the Heritage Projects and Partnerships Officer with maintaining the project webpages on the 

UoB main website; 

 Support the Arts and Culture Projects Manager to administer contracts, expenses and invoices for 

temporary staff and programme participants in line with university processes and procedures; 

 Administrate and signpost general enquiries relating to the project, including being the first point of 

contact for enquiries relating to heritage programmes, building relationships and actively working as part 

of a network to the benefit of the project; 

 Working in partnership with the Heritage Projects and Partnerships Officer to Meet health and safety, 

GDPR and safeguarding requirements. 

 Undertake any other duties commensurate with the nature and level of the post, and which may be 

required from time to time. 
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Person Specification 
 
 

  
Essential Criteria 
 

 
Desirable Criteria 

 
Evidence 
(Indicate were evidence will be 
assessed from ) 

 

 
Qualifications  
 

 

 A-level qualifications, or equivalent qualification or 
relevant professional experience in arts & culture 
and/or heritage sector administration 

 

 

 Undergraduate degree or 
equivalent qualification in an 
arts & culture related subject 
and/or professional experience 
in arts & culture and/or heritage 
administration  

 

 

 Application Form 

 Interview 

 
Knowledge  
 

 

 Proficient in the use of Microsoft Word, Excel, email 
and the internet 

 

 Knowledge of administration processes and 
procedures including invoicing and processing 
expenses 

 

 Knowledge of community engagement and 
development and an interest in the development of 
communities with diverse heritage 

 

 Knowledge of, and an interest in, local and national 
creative and heritage activity  

 

 Knowledge of the local 
Luton/Bedfordshire 
communities  

 

 Proficient in the use of ICT tools 
such as website management, 
Adobe Design Suite, online 
survey and mailout services (i.e. 
Mailchimp) 

 

 Application Form 

 Interview 

 
Experience 
 
 

 
 Experience of providing high quality administrative support 

in a professional working environment 

 

 Experience in organising meetings and events, 
including coordinating diaries and making venue and 
catering arrangements  

 

 Experience of handling difficult or unexpected 
situations and reacting calmly and quickly to determine 
the appropriate course of action 
 

 

 Experience of working in the 
arts, culture, heritage or events 
sector or in higher education 

 

 Experience of having worked in 
a customer service environment 

 

 Experience maintaining 
effective databases.  

 

 

 Application Form 

 Interview 
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 Experience providing financial administration support, 
including chasing payments and using financial 
processing systems 

 
Skills/abilities/ 
competencies 
 
 

 

 Good interpersonal and communication skills (verbal 
and written), including the ability to communicate both 
professionally and effectively with students, staff, 
senior managers and external parties including the 
public 

 

 Proactive approach to supporting senior members of 
staff through the effective management of priorities by 
providing relevant information and documentation 
when required 

 

 Demonstrable ability to prioritise work within set time 
frames 

 

 Numeracy skills 
 

 Excellent attention to detail 
 

 Ability to maintain confidentiality and adjust approach 
to communication appropriately for different audiences 

 

 Ability to plan, prioritise and organise their own work or 
resources to achieve agreed objectives 
 

 Ability to work on own initiative without close supervision as 
required 

 

 Ability to take minutes and support writing reports 
 
 

 
 
 

 

 Application Form 

 Interview 

 
Personal 
Attributes 
 
 

 

 Ability to remain calm and courteous under pressure  
 

 Flexible attitude to work within a team and willing to 
assist team members as necessary to achieve the 
team’s overall goals and build team morale 

 

 Willing to undertake travel throughout 
Luton/Bedfordshire and work occasional 

  

 Application Form 

 Interview 
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evenings/weekends if necessary 
 

 Able to develop a good working relationship with 
academic staff, administrators, stakeholders and 
external parties 
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Equality Statement 

The University of Bedfordshire is fully committed to the principles of equality in all its actions.  Members of the 

University’s community are expected to respect and value individuality, differences and diversity; and work with 

others in an inclusive and consultative manner. A commitment to equality of opportunity for all individuals 

irrespective of their age, belief, disability, gender, race, religion or sexual orientation is at the core of what we do 

and members of the community must actively promote a positive non-discriminatory work and learning 

environment for fellow staff and students. Employees should demonstrate an understanding of the University’s 

commitments to equality and diversity as an integral part of the university’s core values and be able to identify 

and challenge discrimination, harassment, prejudice and inappropriate behaviour.  

Health & Safety Statement 

All employees are required to ensure that all duties and responsibilities are discharged in accordance with the 

University’s Health and Safety (H & S) at Work Policy. They should take reasonable care for their own H & S and 

that of others who may be affected by what they do or do not do. Staff should correctly use work items provided 

by the University, including personal protective equipment in accordance with training or instructions. 

Environmental Statement 

Employees must make proper use of any equipment and systems of work provided and take all reasonable steps 

to ensure that control measures are properly used. Employees must work with their Line Managers to ensure 

that an inventory is retained of all hazardous substances in the office that could be released into the environment. 

Employees are expected to identify operations that use significant amounts of energy, with a view to reducing 

consumption. This includes identifying operations that use resources, such as paper, and review the need for the 

current level of consumption, identifying savings where possible. Employees are expected to identify waste 

streams with a view to recycling and reuse, minimising office energy use in heating and lighting.  

Briefing 

Note: the content of this Job Description does not preclude other work required by the faculty 
department. Details of accountabilities will be discussed at annual reviews. 
 
Date Job Description issued to, discussed with and understood by Post Holder  -----------------------------------------  
 
Name of Post Holder:  ----------------------------------------------------------------  Signature:  -----------------------------------  
(I confirm I have been briefed on the requirements of this Job Description and other related documents) 
 
Name of immediate Line manager:  -----------------------------------------------  Signature:  -----------------------------------  

(I confirm I have briefed the Post Holder on the requirements of this Job Description and other related documents) 

 

Produced by:  Dated:  Version:  

 


