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	AHDB JOB DESCRIPTION

	Job Title
	Health Programme Administrator

	Department
	BPEX

	Location
	Stoneleigh, Warwickshire 

	Grade
	Fixed term for 1 year

	Line Manager (Job Title)
	Veterinary Projects Manager

	MAIN PURPOSE OF THE DEPARTMENT AND JOB 

The role of the Health Programme Administrator will be to provide clerical and administrative support to the Veterinary Projects Manager in the efficient delivery of a series of projects that are co-funded by BPEX and the Regional Development Agencies. This role requires good organisation and communication skills and the ability to cope with a varied workload in support of a broad range of activities. The post will be office based at Stoneleigh, Warwickshire. 
The vision for the regional health improvement programmes is to promote collaboration and communication between producers, veterinary surgeons and the ancillary trade to make health improvements more sustainable. The programmes promote openness of disease status, sharing of information and supports collaborative health improvement strategies. The average performance of the English pig herd lags behind international competitors and pig health is a major contributing factor holding pigs back from achieving their genetic potential. There is also a wide variation in productivity and cost of production between farms within England.

The key objectives for the BPEX KTR&D department is to see significant advances in four key areas:

· Better Health and Welfare via a programme of health improvement strategies and projects leading ultimately to disease eradication.

· Improved Production Efficiency through a field based knowledge transfer team addressing best practice, demonstration, innovation and training.

· Reduced Environmental footprint of the pig industry addressing legislative compliance and use of better production techniques.

· Increased levels of Meat eating quality.



	DIMENSIONS: AUTHORITY LEVELS & DECISION MAKING

The post will offer considerable challenge, career development opportunities and job satisfaction for those interested in providing administrative support and supporting efficient delivery of projects in the pig sector.

The post reports to the Veterinary Projects Manager
Budgetary responsibility:

To provide rigorous financial management so that the regional health improvement programmes are delivered within budget


	WORKING RELATIONSHIPS/MAIN CONTACTS/CONTEXT
The post will be office based at Stoneleigh Park, Warwickshire. Close liaison will be required with the internal KT R&D department within BPEX.

· Veterinary team 
· Knowledge Transfer team 

· Environment team

Additionally the post holder will be expected to be in regular contact with external groups by telephone and email, including:

· Veterinary practices

· Producers

· Ancillary trade

· The programme’s steering groups
· Contractors delivering BPEX veterinary health projects, including website developers, the Veterinary Laboratories Agency, etc
· Regional Development Authorities


	KEY RESPONSIBILITIES

· To co-ordinate all administration for the regional health improvement programmes: send letters, formulate information packs, develop forms, paperwork, flyers, posters and certificates required
· To arrange external events, including booking rooms and providing all necessary documentation
· To deal with telephone and email enquiries 

· To process invoices and receipts and arrange payment 

· To support the processing of collaborative action plans submitted by producers

· To provide financial support and maintain financial records so that the regional health improvement programmes are delivered within budget
· To order and maintain stationary and equipment supplies
· To support the Veterinary Projects Manager and Veterinary Programme Manager in developing, planning and delivering the annual and longer term veterinary programme.

The post holder will also be expected to carry out any other responsibilities commensurate with the post that the Line Manager/Chief Executive may require


	KNOWLEDGE / EXPERTISE / MINIMUM QUALIFICATIONS
Short listed candidates are likely to have:

· RSA 3 typing or equivalent, an A Level in business studies or equivalent, or equivalent experience in administration 
The post holder would be supported for continuing further education.


	OTHER ATTRIBUTES / KEY SKILLS/COMPETENCIES

· Ability to meet deadlines 
· Good communicator (both verbally and in writing) 

· Good organization skills

· Good team member

· Ability to work on own initiative

· Flexibility

· Proficient with Microsoft Outlook, Word, Excel and Access (desirable but not essential)


	SIGNATURE (Post holder):                                                   DATE:

SIGNATURE (Manager):                                                        DATE:
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