
Role Title: Academic Co-ordinator 2 
 
 

COMMUNICATION 
 
Oral Communication 
Frequently receive, understand and convey straightforward information in a clear and accurate 
manner. 
 
Frequently receive, understand and convey information which needs careful explanation or 
interpretation to help others understand, taking into account what to communicate and how best 
to convey information to others. 
 
Frequently receive, understand and convey complex conceptual ideas or complex information 
which may be highly detailed, technical or specialist. 

 
Written Communication 
Frequently receive, understand and convey straightforward information in a clear and accurate 
manner. 
 
Frequently receive, understand and convey information which needs careful explanation or 
interpretation to help others understand, taking into account what to communicate and how best 
to convey the information to others. 
 
Frequently receive, understand and convey complex conceptual ideas or complex information 
which may be highly detailed, technical or specialist. 
 
 
 

TEAM WORK AND MOTIVATION 
 
Implicit demands: 
Participate in and deliver their contribution to a team. 
 

Primary focus 
Be supportive and encouraging of others in a team; help to build co-operation by setting an 



LIAISON AND NETWORKING 
 
Carry out standard day to day liaison using existing procedures in order to influence events or 
decisions; and undertake active collaboration to pu



 
 
  

Primary focus 
Plan, prioritise and organise the work or resources of self and others within own area on a daily, 
weekly or monthly basis; plan and manage small projects, ensuring the effective use of 
resources; receive information from and provide information to others to complete their planning; 
and monitor progress against the plan. 
 
 

Secondary focus 
Occasionally take responsibility for the operational planning and organisation of larger projects or 
an area of work; co-ordinate a number of teams or projects on a monthly, quarterly or annual 
basis; set performance standards and establish monitoring procedures to keep track of progress 
across these different aspects of work; and provide input to longer term planning. 



 
 

WORK ENVIRONMENT 
 
Primary focus 
Work in an environment which is relatively stable a



 
 

KNOWLEDGE AND EXPERIENCE 
 
Apply a breadth or depth of experience showing full working knowledge and proficiency of their 
own area of expertise; act as a point of reference to others; demonstrate continuous specialist 
development, acquiring and refining skills and expertise in new or related areas through 
undertaking and encouraging internal or external de


