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TITLE OF POST: Executive Administrator - European Administrative Coordinator, Erasmus Mundus Global-MINDS  
LOCATION: University of Limerick
REPORTS TO: Erasmus+ Projects Manager, UL Global 
CONTRACT TYPE: Fixed Term Contract (End date 31st October 2028)
SALARY SCALE: €44,752 - €64,409 p.a. pro rata 
Are you currently legally entitled to work and reside in Ireland?

If you are not currently an EEA Citizen and have stated you are currently legally entitled to work and reside in Ireland. You MUST upload a copy of your current Visa and Work permit in the attachments section application form, or your application will not be processed. 

Please note your current work authorisation status must allow you to fulfil the terms of the contract on offer.
JOB DESCRIPTION
JOB SYNOPSIS:
The European Administrative Coordinator (EAC) is a central role in managing the Erasmus Mundus Joint Master Programme (Global-MINDS) at the University of Limerick (UL). The EAC ensures smooth programme operations, effective administration, and financial tracking across a consortium of European partner universities and associate partners. Key responsibilities include coordinating programme activities, managing budgets and financial reporting, overseeing student recruitment and selection, and facilitating governance and collaboration among stakeholders. The role also involves supporting students, organising events, supporting academic administration, and ensuring compliance with EU regulations. This position requires international collaboration, adaptability, and occasional travel, supporting the successful delivery of the Global-MINDS programme until 31 October 2028.
JOB PURPOSE: 
The European Administrative Coordinator (EAC) is a central role in the management of the Erasmus Mundus Joint Master Programme (Global-MINDS), with the University of Limerick (UL) as the coordinating institution. The EAC ensures the effective administration and financial management of the programme in collaboration with UL’s Erasmus+ Projects Manager, UL Global, the European Academic Consortium Coordinator in the Department of Psychology (Consortium Coordinator), and the Local Administrative Coordinators at all partner universities.

The EAC will proactively coordinate and manage the administrative aspects and financial tracking of the programme across all partners, which include:
· Partner Universities: ISCTE-IUL (Lisbon, Portugal), SWPS University (Warsaw, Poland), and the University of Oslo (Oslo, Norway)

· Associate Partners: A network of universities and non-academic institutions providing opportunities for internships, research experience, or thesis supervision.
The post is a fixed term post. It is financed under Erasmus Mundus Joint Master funding for the MSc Global-MINDS until 31st of October 2028. 
KEY ACCOUNTABILITIES:
The EAC will provide high-level administrative support and coordination to ensure the smooth operation of the Global-MINDS programme. 
Key responsibilities include:
· Coordinate administrative operations and liaise with UL’s Central Services (Academic Registry, Graduate and Professional Studies, Student Affairs etc.) and the Local Administrative Coordinators across the partners. 

· Manage programme development and promotion, review, support and supervise the programme communications, marketing and recruitment strategies, programme dissemination and in collaboration with Partner Universities and Associate Partners. 

· Financial spending oversight, track, prepare and deliver the annual financial report, the annual consortium budget proposal and programme reporting to the EU in conjunction with the European Academic Coordinator and the Erasmus+ Projects Manager.

· Student recruitment and selection acting as the primary point of contact for the recruitment and application process, managing and responding to all queries related to applications and eligibility. Facilitate alignment and coordination of application and enrolment processes across UL and all partner universities, ensuring seamless integration and compliance with consortium guidelines. 

· Coordination of student selection processes including organising and maintaining application records, scheduling interviews with applicants, ensuring proper ranking, and verifying scholarship eligibility criteria. Maintain thorough records and documentation to support decision-making transparency. A key responsibility involves coordinating interview schedules with representatives from at least two partner universities within the consortium, which is particularly time intensive. 

· Plan, organise, and facilitate Global-MINDS Governing Board meetings, held 4 to 6 times annually. This includes coordinating meetings between consortium partners, students, and alumni, ensuring clear and effective communication across all locations. Additionally, build, manage and nurture relationships with Partner Universities and Associate Partners to maintain strong collaboration and alignment within the consortium.

· Coordination of Credit and Grade transfers, facilitating the seamless transfer of credits and grades between partner universities to ensure the accurate and timely preparation of student transcripts, diploma supplements and Joint Diplomas.

· Manage the logistics and administration of invited visiting scholars, ensuring fairness in selection, timely grant payments, and smooth operational arrangements.

· Facilitate the annual Career Days event to promote student professional development and career opportunities.

· Support the University of Limerick's external examiner process to uphold academic standards.

· Ensure all administrative processes adhere to GDPR and other relevant data protection regulations.  

· Provide student support from the European coordination team.  
CONTEXT:
Key Working Relationships & Contacts
· Erasmus+ Projects Manager - Reports directly to the Erasmus+ Projects Manager, who oversees the post holder’s work, sets priorities, and monitors performance to ensure effective programme delivery and works collaboratively with the Erasmus+ Projects Team.

· European Academic Consortium Coordinator of the MSc Global-MINDS - Collaborates and reports on programme promotion and delivery, governance, and student pathway management, and student support.

· Global-MINDS Governing Board - Reports on all aspects of the programme management. This includes acting as the primary point of contact for partners and, when required, attending meetings, conferences, events, or visiting partner universities to strengthen relationships and ensure effective collaboration.

· Technical Secretariat - Collaborates on all aspects of the programme with local administrators at all partner universities.

· Course Director - Assists in meeting course objectives and supporting course board meetings, and supporting the External Examiner process.

· Students and alumni - Supports student queries and alumni engagement activities.

· Works collegially with UL's central professional support services in delivery of Global-MINDS objectives  

· Internationally, the post holder serves as a key representative for the University of Limerick on all matters related to Global-MINDS and Erasmus Mundus. 

· Collaborate with national agencies, the EU Commission (specifically EACEA), and other external organisations to ensure compliance, maintain effective communication, and support the successful implementation of programme objectives and initiatives.
Working Environment/Special Circumstances
The role is primarily office-based, with the option to apply for blended working arrangements. It includes occasional international travel for activities such as attending conferences, visiting partner institutions, and participating in programme-related events. Some evening and weekend work may be necessary to accommodate international time zones and meet critical deadlines, particularly during busy periods such as semester deadlines. Annual leave should be planned to avoid these peak times. Extended hours and flexibility are occasionally required during key times of the academic year, such as for graduation celebrations, board meetings, conferences, or recording minutes during lunch hours. A high degree of adaptability is essential to meet the dynamic support needs of the programmme. 
  

Job Boundaries
Work collaboratively with senior colleagues, including the Erasmus+ Projects Manager, European Consortium Academic Coordinator, and Course Director, to align with programme objectives. The post holder plans, discusses, and agrees on courses of action to ensure effective coordination and delivery. Prioritises and plans work and makes decisions within established guidelines and demonstrates initiative in solving problems and achieving goals. Coordinate closely with key stakeholders and manage tight deadlines.
DIMENSIONS:
Staff - The post holder collaborates with colleagues across central support services, departments, faculties, and UL Global, as well as with external partners, to ensure effective coordination and delivery of programme objectives.

Customer - The post holder serves as the primary point of contact for Global-MINDS and Erasmus Mundus both within and external to the University. The post holder engages directly with partners, associate partners, students, staff, academics, parents, teachers, and employers, serving as a key liaison for programme-related matters. The EAC supports governance activities, oversees logistical arrangements for meetings and events, and acts as a key liaison between partner institutions and stakeholders.

Operational - The post holder is responsible for coordinating Erasmus Mundus programme applications, ensuring accurate record-keeping, disseminating information to students and partners, tracking programme budget, and ensuring adherence to EU Commission regulations for Erasmus Mundus Joint Master programmes in conjunction with the Erasmus+ Projects Manager.

Administration - The post holder is responsible for the comprehensive administrative management of the Erasmus Mundus Joint Master Programme. This includes maintaining accurate records, managing communication across the consortium, ensuring compliance with EU regulations, and coordinating critical processes such as student applications, financial tracking reporting, and credit transfers.

Budget - Tracks the budget, including presenting as financial reports, monitoring expenditures, and ensuring compliance with EU Commission regulations, with the Erasmus+ Projects Manager having sign off on the European Grant. 

The European Administrative Coordinator (EAC) is a central role in the management of the Erasmus Mundus Joint Master Programme (Global-MINDS), with the University of Limerick (UL) as the coordinating institution. The EAC ensures the effective administration and support in the financial management of the programme in collaboration with UL’s Erasmus+ Projects Manager, UL Global, the European Academic Consortium Coordinator in the Department of Psychology (Consortium Coordinator), and the Local Administrative Coordinators.
KNOWLEDGE, FUNCTIONAL SKILLS, EXPERIENCE & QUALIFICATIONS:
Knowledge

· Proven knowledge and experience of working effectively with colleagues, students, and partners from diverse cultural and international backgrounds - Essential

· Excellent verbal and written communication skills - Essential

· Budget administration and financial reporting - Essential 

· Demonstrated experience in project management and implementation - Essential 
Functional/Work-based Skills 

· Highly organised and able to coordinate with excellent attention to detail - Essential

· Strong negotiation skills and the ability to collaborate with a wide range of stakeholders - Essential

· Excellent customer service and care skills - Essential

· Creation, writing & design of promotional and marketing materials (Paper, electronic & web) - Essential 

· Creative problem-solving skills and the ability to prioritise workload - Essential
· Ability to learn and work on own initiative and as part of a team - Essential 
· High level of proficiency in MS Office 365 applications - Essential 

· Ability to multitask working to multiple deadlines - Essential 
· Excellent verbal and written communication skills - Essential
· At least one EU language other than English - Desirable 
· Strong experience working with web software tools - Desirable
Experience

· A minimum of 3 years’ in working in a high level administrative environment including experience in project management, demonstrable delivery of results and working with international students or activities - Essential

· Demonstrable track record in budget administration - Essential

· Proven track record in meeting and event organisation - Essential

· Evidence of experience in technical and report writing skills as well as articles for publication in news and social media - Essential 
Qualifications
· Primary degree (level 8 NFQ) degree or equivalent, or substantial acquired experience in HE sector - Essential
BEHAVIOURAL COMPETENCIES:
	Customer Focus
Understands who the customer is and is willing and able to deliver high quality services, which meets the needs and exceeds the expectations of all customers. Constantly strives to find new ways to increase customer satisfaction.
	Level: 3

	Planning & Organising
The candidate will be well organised, be able to coordinate and progress the tasks associated with the position. Use their own initiative and contribute to the on-going development, refinement and coordination of the management processes.
	Level: 3

	Using Initiative, Achieving, Goals
Identifies opportunities to meet the objectives. Determine best method to achieve goal and maintains flexibility to ensure effective delivery of work. Uses initiative to solve problems where the solution may not be immediately apparent.
	Level: 3

	Decision Making & Problem Solving
Capable of acting on initiative and using judgement and knowledge. Resolves problems that occur on a regular basis and more complex infrequent problems. Uses judgment to assess exceptions.
	Level: 3

	Leadership
Gives direction and instruction. Keeps people informed and gets the best out of people through enthusiasm and recognition.
	Level: 3

	Effective Communication
Communicates detailed information clearly and accurately in written and oral format.
	Level: 3

	Team & Collaborative Working
Fosters a collaborative/team-working spirit. Actively helps and supports others to achieve team goals.
	Level: 3

	Effective Networking and Relationships:
The post holder must possess the ability to work effectively with all stakeholders, including members of UL faculty, UL partner universities and the EU Commission. They must have excellent communication and interpersonal skills.
	Level: 3

	Innovation & Creative Thinking:
Has the ability to think creatively and strives to continually improve working processes and areas of business.
	Level: 3

	Change, Adaptability and Flexibility
Recognises where changes can be made and takes steps to make those changes. Gains commitment from others to change as required in order to improve work practices and efficiency.
	Level: 3

	Continuous Development
Takes a positive approach towards development of self and others. Provides regular encouragement and support to reinforce key behaviours in others.
	Level: 3

	Thinking & Acting Strategically
Understands the culture and goals of the University as they relate to internationalisation. Generates ideas which contribute to Global Minds Project strategy and objectives
	Level: 3


Qualifications: Please take note of the essential qualifications for this position as listed in the job description, if you are successful in being offered this position, the offer will be made pending the Chair of the selection committee, verifying your qualification. Therefore, after the interview you will be required to forward your transcripts to the Chair by email. No contract of employment will issue until all required documentation is received. 
Job description 
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