
Our company is looking for a project administrator. To join our growing team,
please review the list of responsibilities and qualifications.

Responsibilities for project administrator

Manages archiving for the team, insuring there is adequate boxes and
archiving documents available and assist teams where possible
To act as support and back up to the travel team for organising/booking
travel arrangements and hotel accommodation, as and when required
To manage the Project Director’s diary and handle all incoming and outgoing
correspondence (paper and electronic) passing through their office
To administer the UK and overseas travel arrangements of the Project
Director and all other operation staff and process expense claim forms
Maintain project records under the direction of the Project Coordinator,
including evidence to support financial claims, outputs evidence, progress
reports and compilation and maintenance of other databases and records as
required
To be main point of contact for the University’s central divisions Human
Resources, Finance, Planning, Research and Consultancy Division
To provide administrative support in identifying research funding
opportunities, preparing research project proposals and costings, records,
financial management of research projects, timesheets and closure of projects
To monitor income and expenditure on the operation’s project accounts
against the set budgets and regularly report to the Project Director on the
status of these accounts
To arrange payment of invoices/TRF’s/expense/gold form claim forms and
raise sales invoices (where appropriate) relating to the research project
account
To organise and manage the operation’s accounts using the University’s
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Qualifications for project administrator

Following up with system approvers
Organized, self-starter who can work independently
Ability to maintain confidentiality in dealing with all work which may include
personnel issues, patented ideas/inventions and proprietary information
Managing multiple priorities and demonstrating independent thinking
Needs to be very good with numbers
Must be able to write and create reports


