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1. Introduction

This report has been prepared by Incomes Data Research (IDR) and, as requested, it provides

market salary data for the following role(s):

e Executive Assistant to the Vice Chancellor and Office Manager

2. Market salary data

This section presents the market salary data. We aim to provide a minimum of three sources
of information for each job to enable ‘triangulation’ of the results, and thereby provide the

widest possible assessment of the market for this role.

2.1.Market data
The tables in the following sections provide the aggregate market salary for a full-time

Executive Assistant to the Vice Chancellor and Office Manager.

2.1.1. Recruitment data
The data in this section is based on analysis of recruitment salaries for a similar role(s). It is a
guide to starting pay for these roles, and in some cases also provides a guide to the maximum

that might be achieved.

Administrative roles, South East England

Job role Range £pa Typical £pa
EA (C-Suite level) 35,000-50,000 40,000
PA (Board level) 30,000-45,000 38,000
PA (Non-board level) 25,000-35,000 30,000
Secretary 22,000-28,000 25,000

Source: Hay Salary and Recruiting Trends 2019.
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2.1.2. NHS data
In this section we provide information on the salary range for the pay band likely to cover
comparator jobs in the NHS. The NHS, with 1.2m staff, is the largest employer in the UK and as
such plays a key role in influencing the market for many non-medical roles, particularly in

education, given the links between parts of higher education and the NHS.

Executive Assistants in the NHS are typically employed on Band 5 and the current salary range
is between £24,907 and £30,615 a year outside of London and high-cost areas in the South
East/South.

Roles based in high-cost areas qualify for the following supplements:

e Inner London — 20% of basic salary, subject to a minimum payment of £4,474 and a
maximum payment of £6,892;

e Quter London — 15% of basic salary, subject to a minimum payment of £3,786 and a
maximum payment of £4,824;

e Fringe — 5% of basic salary, subject to a minimum payment of £1,037 and a maximum

payment of £1,793.



2.1.3. IDR data
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The following tables contain data from IDR Pay Benchmarker, our online database of salary

information. This data has been collected by IDR directly from employers through surveys and

bespoke data collection for the IDR Pay Benchmarker service. *

Executive Assistant/PA, whole economy, job level *

Job level Company Lower Median
count quartile
Level 5 23 £27,277 £30,525

Source: IDR Pay Benchmarker.

2.4 4. Other sources

Chief Executive Secretary, Rank 5

Selection criteria Lower quartile (£)
National 23,458
Public administration 23,692
South East 24,631

Source: Professional and managerial survey

Upper

quartile
£35,138

Median (£)
27,597
27,873
28,977

Average

£31,343

Upper quartile (£)
31,737
32,054
33,324

' Refers to the IDR Job Level. These typically cover the following types of roles: 1 and 2, admin,
support and manual roles; 3 and 4, secretarial and craft roles; 5 and 6, vocational and supervisory; 7
and 8, professional and managerial; 9, senior management; 10a and 10b, directors; 11, senior

directors/chief executives.
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3. Job advertisements

This section details current comparable vacancies from our database of advertised positions.
3.1.Data and summary

Executive Assistant — advertised positions summary

Minimum Maximum

Average £27,650 £31,414

Executive Assistant - job advertisements

Ref ID Organisation Job title Min Max

IDR54 University of Cambridge Executive Assistant £29,176  £34,804
IDR55 UCL Faculty Executive Support Officer £29,152 £34,153
IDR56 University of Oxford Executive Assistant to the Registrar £29,176  £34,804

IDR57 Queen Mary University Executive Assistant to the Vice-Principals £34,220 £36,098

of London
IDR58 University of Warwick Executive Assistant £26,715 £30,046
IDR59 University of Bolton Executive Assistant £21,814 £24,461
IDR60 University of Derby Personal Assistant to Pro Vice £23,300 £25,530

Chancellor/Dean

3.2.Job advertisements

The following pages present the job advertisements for the above vacancies.



UNIVERSITY OF
CAMBRIDGE

Executive Assistant

University of Cambridge - Cambridge Zero

Location: Cambridge Placed On: 23rd March 2021
Salary: £29,176 to £34,804 Closes: 9th April 2021
Hours: Full Time Job Ref: AK26067
Contract Type: Fixed-Term/Contract

Apply
Executive Assistant to the Director, Cambridge Zero
Grade: 6
Salary: £29,176 - 40,322
Start date: As soon as possible

Cambridge Zero is the University of Cambridge's ambitious new climate change initiative, focused on
supporting the global transformation to a zero-carbon world. Since its launch in November 2019,
Cambridge Zero has been rapidly establishing its place in the wider University environment, making
connections that facilitate and enhance research and education opportunities, and coordinating responses
to national and international initiatives.

We are seeking a highly organised and proactive Executive Assistant to support the Cambridge Zero
Director. Reporting to the Cambridge Zero Administrator, the Executive Assistant will play a key role in the
team, enabling the Director to effectively manage her time and workflow, and fulfil a broad range of
responsibilities. The post holder will take executive decisions related to the implementation of
administrative procedures for the Director's Executive Office. They will collaborate with the wider
Cambridge Zero team to deliver a range of projects, including events, communications and education
initiatives, and will be involved in the HR and finance processes that fall under the Director's responsibility.

This is an exciting opportunity to work in a high profile, pioneering initiative, helping tackle the challenge of
creating a zero-carbon future.

Essential previous experience will include: providing high-level secretarial and executive support;
development and review of administrative processes and systems and a strong track record of managing
challenging diaries for senior members of staff. Desk research and briefing experience would be highly
beneficial, as the post holder will have unique overview of the Cambridge Zero Director's varied, and
interesting, workload.

The successful candidate will need excellent communication, IT and problem solving skills, with
outstanding attention to detail. This role will suit someone highly organised and proactive, able to work at
pace and prioritise on their own initiative.

More information about Cambridge Zero is available from the website: https://www.zero.cam.ac.uk/.
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Once an offer of employment has been accepted, the successful candidate will be required to undergo a
health assessment.

Applications are welcome from internal candidates who would like to apply for the role on the basis of a
secondment from their current role in the University.

We welcome applications from individuals who wish to be considered for part-time working or other flexible
working arrangements.

To apply online for this vacancy and to view further information about the role, please visit :

http://www.jobs.cam.ac.uk/job/29123.

The closing date for applications is midnight on Friday 9th April 2021. If you have any questions about this
vacancy or the application process, please contact Anna Bishop by email on
anna.bishop@admin.cam.ac.uk

Interviews are likely to take place w/c Monday 19th and 26th April 2021.
Please quote reference AK26067 on your application and in any correspondence about this vacancy.

The University actively supports equality, diversity and inclusion and encourages applications from all
sections of society.

The University has a responsibility to ensure that all employees are eligible to live and work in the UK.

Advert information

Type / Role:

Professional or Managerial

Subject Area(s):

Administrative ]

PR, Marketing, Sales & Communication

Location(s):

[ South East England

This site uses cookies. By continuing to browse the site you are agreeing to our Cookie Policy.

Find out more here
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Faculty Executive Support Officer

UCL - MAPS Faculty Office

Location: London Placed On: 17th March 2021

Salary: £29,152t0 £34,153 Per  Closes: 11th April 2021
annum, inclusive of Job Ref: 1875350
London Allowance.

Hours: Full Time

Contract Type: Permanent

* [ View Employer Profile

Apply

This role provides a great opportunity for the successful applicant to develop their professional services
career in the Higher Education sector. The Executive Support Officer will be providing dedicated support to
those in senior leadership roles, in particular the MAPS Faculty Vice Deans in addition to assuming
operational duties for the MAPS Faculty Office and, where appropriate BEAMS School. This pivotal role
provides an exciting opportunity to also gain exposure to financial and operational level business and to
build close collaborations with people at different levels in the organisation, both internally and externally.

The Faculty Executive Support Officer reports to the Office Manager/ Executive Assistant to the Dean and
Director of Operations, but will also work with the Operations Manager and other colleagues across the
Faculty and institution.

The ideal candidate will have a high standard of education, be educated to ‘A’ level standard or NVQ Level
IV administration or have substantial relevant experience. They will have demonstrable knowledge and
experience of working in a senior administrative position, incorporating an EA/PA role in a large or
complex organisation, along with experience in event management and servicing high level committees.

The role holder must also have the ability to organise and prioritise a varied, complex and demanding
workload; communicate effectively with others; and, be able to work with diplomacy and discretion.

Applicants should apply online. To access further details about the position and how to apply please click
on the ‘Apply’ button above.

Informal enquiries concerning the role or queries about the application process should be directed to Jane
Jones, Office Manager & Executive Assistant to Dean & Director of Operations j.m.jones@ucl.ac.uk.

The UCL Ways of Working for professional services supports colleagues to be successful and happy at
UCL through sharing expectations around how we work — please see www.ucl.ac.uk/ways-of-working to
find out more.

Latest time for the submission of applications: 23:59.
Interview Date: 19 April 2021

We particularly welcome applications from black and minority ethnic candidates as they are under-















Personal Assistant to Pro Vice

Chancellor/Dean
University of Derby
Location: Derby Placed On: 23rd March 2021
Salary: £23,300 to £25,530 per Closes: 8th April 2021
annum Job Ref: 0108-21
Hours: Full Time
Contract Type: Fixed-Term/Contract

Apply
Fixed term, 12 months

Please note that upon appointment, the job title for this position will be College Support Officer.

This role will support the College Pro Vice-Chancellor/Dean and Deputy Dean. Liaising cross the
University, you will act as a contact point for the College and take forward any inter-departmental issues
that the PVC/Dean and Deputy Dean need resolving. Using a range of digital technologies, you will gather
information a



