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	Job Title
	Incubator Assistant

	School/Department
	Research and Knowledge Exchange Office 

	Job Level
	UNNC Scale A level 2

	Job Family
	Administrative, Professional, and Managerial

	Contract
	Full-time

	Location
	University of Nottingham Ningbo China

	Hours of Work
	Regular working hours, Monday to Friday 

	Responsible to
	Senior Incubator Manager



Purpose of role
The Assistant of Li Dak Sum Incubator is responsible for managing and maintaining good environment and smooth daily operations for the Incubator at UNNC in alignment with University's Campus Development Plan, which promotes its unique position in the marketplace. This role will directly support the tenants and innovative and entrepreneurial projects from UNNC students, staff, alumni and international community, providing a world-class international incubation platform. The role holder will work primarily with incubator operation team reporting directly to the Senior Incubator Manager, as well as providing support to the wider KE team at RKE Office.
	
	Main responsibilities
(Primary accountabilities and responsibilities expected to fulfil the role)
	% time 
per year

	1
	Planning & Organising   
· Be responsible for the daily operation of incubator, including reception, tenancy application process, contract and paper work, tenancy service, rent management, facility management, room booking, storage management, etc;
· Plan and organise own/team activities to ensure that deadlines/customer expectations are met.
· Plan and organise internal and external engagement events within 
· budgets, schedules and specific end date; arrange meetings, appointments and travel arrangements.
· Make recommendations about the use of equipment, facilities, space and physical resources, within defined work area.
· Input into the annual resource planning process to ensure that resource requirements of own work area are recognised.
	20%

	2
	Liaison   
· Help promote Li Dak Sum Incubator both internally and externally to contribute to the development and delivery of the platform's overall entrepreneurial and operational strategies;
· Assist on building a strong brand of incubator by a full package of marketing materials/project profile/industry profile, etc. including social media, brochure, newsletters, website, video, and so forth;
· Communicate and build working relationships with key contacts from other school/departmental/work units as well as external bodies, to support own work activities.
· Liaise with relevant government departments to maintain relations, manage reports and attract funding, recognitions and subsidies.
· Advise on pricing and purchasing of equipment/software/materials, following liaison with suppliers.
	20%

	3
	Customer/Service Support   
· Provide professional and efficient support to team members to ensure smooth operation of the KE team.
· To design and organise innovation and entrepreneurship competition/sessions/salons/clinic and cooperate with different departments and student organisations at UNNC to expand innovation awareness
· Provide advice to tenants, peers and customers to follow relevant policy and procedure and respond to and independently resolve a range of standard and unforeseen issues, within pre-determined operational limits.
· Advise and/or train service users on specific aspects within own section of work such as design/preparation/use of existing systems, services or processes.
· Diagnose and rectify faults/problems with systems and/or procedures within own area.
	30%

	4
	Continuous Improvement   
· To assist Li Dak Sum Incubator Managers to execute projects and programs to contribute to the overall development of the platform;
· To participate in professional training and student innovation intern schemes as trainer or trainee as appropriate;
· To maintain appropriate professional development, expertise and awareness
· Advise on and propose changes in procedures, plans, priorities and office systems to improve operational efficiency and quality of service in own work area.
· Keep skills up to date and develop depth or breadth of knowledge in a particular area through learning from more senior/experienced colleagues, exposure to a range of activities, and/or formal training/professional qualification.
	10%

	5
	Analysis, Reporting & Documentation   
· Research, collate, organise and edit material for inclusion in reports/documents.
· Identify gaps or shortfalls in information and search for sources of information to fill these.
· Participate in tenants' annual review, analyse data/statistics, interpreting and reporting patterns and trends and highlighting and prioritising any issues for further investigation to support informed decision making.
	10%

	6
	People Management     
· Show sensitivity and consideration to other people's customer needs and feelings, which may include dealing with signs of obvious distress (e.g. individual in tears).
· Advise and gain the support of other people (e.g. staff, students, contractors, external agents), where there is no line management responsibility, in order to contribute to the delivery of services/project objectives.
	5%

	7
	Other
· Support other teams where required;
· Participate in training and staff development events as trainer or trainee as appropriate;
· Maintain appropriate professional development, expertise and awareness;
· Undertake other tasks and responsibilities as may reasonably be required.
	5%


	Person specification

	
	Essential
	Desirable

	Skills
	· Well-developed language skills in Chinese and English, both written and spoken;
· Good communicator with ability to influence and persuade across different levels of the organisation;
· Evidence of well-developed people skills and networking skills;
· The ability to multi-task and work to tight deadlines whilst maintaining quality standards Good organisational skills to facilitate work in a fast-paced, rapidly changing environment;
· Demonstrates creative and critical thinking skills;
· IT skills, highly proficient in the use
· Microsoft Office;
· Highly organised, self-motivated and committed, with the ability to work efficiently with minimal supervision and find solutions to complex issues as they arise.
	· Skills in multi-cultural communications;
· Knowledge and awareness of recent developments in the field of innovation and entrepreneurship;

	Knowledge and experience
	· Experience in delivering projects or organising events within deadline, budget meeting objectives.
· Experience of working with relevant specialised equipment, software, hardware or procedures.
· Experience of working in a science park, incubation, student service or entrepreneur industry.
· Comprehensive knowledge of the work practices, processes and procedures relevant to the role.
· Operating knowledge of services/systems/processes in own area that would be required to provide first line advice and guidance, typically of a more technical/specialised nature, to customers.
· Experience of planning, implementing and measuring innovative event to support strategic objectives;
	· Experience of working in a multi-cultural and academic environment;
· Experience of innovation and entrepreneurship funding application
· Experience of communication and marketing;
· Experience of executing campaigns and projects, with a strong focus on statistical evaluation.

	Qualifications, certification and training (relevant to role)
	· University degree in a relevant subject such as in business, management, marketing, entrepreneurship, or equivalent qualifications/certification, plus considerable experience in a relevant role(s).
	· Degree or a professional qualification in business, management, marketing, entrepreneurship, etc.
· Experience of overseas study;
· Incubator Practitioner Qualification Certificate

	Statutory, legal or special requirements
	
	· Strong understanding of regulations and legislation impacting on the marketing function particularly in relation to data protection, copyright, funding monitoring.


	






[bookmark: _GoBack]Expectations and behaviours

	The University has developed a clear set of core expectations and behaviours that our people should be demonstrating in their work, and as ambassadors of the University’s strategy, vision and values. The following are essential to the role:

	Valuing people
	Is open and welcoming of others, approachable and respectful. Considers the wider point of view and delivers appropriate support and guidance to colleagues.

	Taking ownership
	Shows initiative and takes responsibility for own actions. Offers clarity and tactful support to colleagues to aid decisions and actions.

	Forward thinking
	Demonstrates the ability to learn, and enjoys the opportunity to develop. Likes to share and implement new ideas and improvements in their area of work. Seeks feedback from others.

	Professional pride
	Is self-appraising, seeking feedback from others and acts as a great role-model at all times. Keen to deliver the job well and be an effective member of the team.

	Always inclusive
	Is sensitive to the needs of others and understands every person is important, right across the organisation, irrespective of level, culture, disability or any other characteristic.
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	Key relationships with others





Senior Incubator Manager


Incubator Assistant


Colleagues


Line manager


Role holder


Key stakeholder relationships


Direct Reports


Tenants & External Partners
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