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How the AUA can help to build great HE careers

What is the AUA?

The AUA is the professional association for

managers and administrators

working in higher education in the UK and

Ireland.
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How the AUA can help to build great HE careers

What is the AUA?

Around 3,500 members (AUA on twitter now has over 3,450 followers)
Covers the UK and Ireland

Individual membership (unlike most other HE groupings)

Members in most UK universities and HE colleges as well as in key

decision-making bodies in HE

Originally formed in 1961
® Run by and for members

® Member Board of Trustees
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How the AUA can help to build great HE careers

Key member activities and benefits

Conferences and seminars, networks, Postgraduate Certificate,
professional accreditation, publications: Perspectives, Good
Practice Guides, CPD Framework of professional behaviours, the

Mark of Excellence, voluntary opportunities and much more...
Professional development

Networking with colleagues

Sharing from good practice

Developing the profession
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Our main events are the Annual and Autumn Conferences and the Annual Lecture, we also have a programme of one day events throughout the year.
We have local networks across the country as well as themed networks such as one for Departmental Administrators and one for Organisational Development.
We also have professional development opportunities for individuals such as the PgCert which Amanda will be talking about a little later and professional accreditation.
There are also a number of publications such as Perspectives, Good Practice Guides and Newslink.
We have created the AUA CPD Framework of Professional Behaviours which we will explore in further detail. It can be used by individuals, as well as institution wide, for those embedding it into professional development activity whilst they are working towards the Mark of Excellence

The AUA is focussed on connecting and developing HE professionals and providing these links through networks or events, provides the opportunity for individuals to share good practice and in turn develop the profession.


How the AUA can help to build great HE careers

The dilemma: Is HE management

and administration a professional

career?

&

® Do ‘professionals’ contribute to the core academic purposes of the

TN

Institution?
-Student learning outcomes?
-Research?

-Other?

Learning
and

Research
and

teaching _}~_Innovation

N

Engagement
and Service

e

\/
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How the AUA can help to build great HE careers

Career Pathways

E.g. finance, E.g. student
estates, administration,
technical, HR, secretariat,
marketing faculty/school/
Specialist RESEalch departmen
and management

Profession Innovation

Academic

Management E.g. programme
directors, heads of

department, associate
deans, pro-vice-
chancellors

See also Whitchurch, C. (2008). Professional
Managers in UK Higher Education: Preparing for
Complex Futures Final Report. Research and
Development Series. London: Leadership Foundation
for Higher Education
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Wider recognition of HE administration

aS a career

Before

Few of us ever plan
to be a University

administrator...
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The AUA'’s professional behaviours

Achieving
results

Working
together

Developing
self and
others

Managing
self and
personal

okills Delivering

excellent
service

Finding
solutions

AUA

Professional
Behaviours

Embracing
change

Engaging
GRGE
wider
context

Using
resources
effectively
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AUA

Est 1961

Self Others Organisation
Managing Self and Personal ® Being well prepared for meetings Giving and receiving ® Applying personal skills
Skills and presentations constructive feedback as part appropriately to represent
® Demonstrating an awareness of of normal day-to-day work the organisation positively
Being aware of own behaviour own values, motivations and activity ® Recognising personal
and mindful of how it impacts emotions Developing and maintaining accountability to the
on others, enhancing personal | ® Keeping up to date with what is personal networks of contacts organisation through your
skills to adapt professional happening in professional area Ensuring own behaviour, words work and interactions
practice accordingly. ® Having an enthusiastic and and actions support a
positive ‘can-do’ approach commitment to equality of
® Maintaining a healthy life opportunity and diversity
balance Chairing meetings effectively,
® Speaking and writing by using ensuring everyone has an
clear succinct language opportunity to contribute
® Showing consistency between Getting the best from others
words and actions through effective
® Being self-motivated communication
® Accepting and demonstrating Managing own response when
personal responsibility for health faced with challenging
and safety, data protection and situations
other compliance areas Ensuring that own behaviours
consistently provide a positive
role model
Examples of behaviours that ® Talking or writing at inappropriate length
may indicate a need for further | ® Focusing almost exclusively on own job or own department
development in managing self | ® Being consistently late for meetings
and personal skills. ® Missing deadlines
® Reacting defensively to constructive feedback
@ Ignoring the views and suggestions of others
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How the AUA can help to build great HE careers

Defining features of the Framework

¢ Based on the AUA values
¢ Focus on behaviours:

- Observable: what people actually do

- Describable: how the job needs to be
done and the behaviours that
underpin effective
performance

¢ Flexible

¢ Universal
¢ Strengths as well as areas for development
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Components of effective performance

Skills Aptitudes and competencies
appropriate for a particular role

A person’s range/breadth of information,
NIV [o[SH e g. familiarity gained by experience/study/
gualifications/CPD

Attitudes; approach; settled mode of
thinking

Behaviours
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How the framework fits with other
Information about a role

e ———

The tasks that How the job needs Role-specific skills
need to be done to be done and the and knowledge
and overall behaviours that underpin required
purpose of role effective performance to do the job

= adding value

Comprehensive picture of the expectations of
effective performance in the role
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How the Framework supports

career pathways

Behaviours are foundational to professional progress

Mapping behaviours to grades frames clear expectations at each
level

Structure to support making the implicit explicit
Make explicit the requirements of other roles
Structure appraisal conversations

Support developmental PDPs

Support career planning
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urham University’s Realising Your Potential framework

DEVELOPING MY SELF AND OTHERS - Showing commitment to own development and supporting and encouraging others to develop their knowledge, skills and
behaviours to enable them to reach their full potential for the wider benefit of the University.

Examples of behaviours that demonstrate effective performance

Expected behaviours to be Expected behaviours to be | Expected behaviours to be demonstrated when Expected behaviours to | Expected behaviours to be
demonstrated by all members demaonstrated when influencing at team level - Grades 5-6 be demonstrated when | demonstrated when
of staff whatever the working working alongside others - influencing at influencing at University
situation - Grodes 1-2/Core Grades 3-4 departmental level - level or when representing
Grades 7-8 the University - Grades 9-
10

1. Demonstrate knowledgeof ' 1. Using all situations as
differentroles and how potential learning
they interrelate opportunities

2. With suppaort- reflecton 2. Beingarole model by
work practices, identify devotingtime to own

1. Givingandreceiving feedback in a constructive
manner as part of normal day-to-day work activity
2. Effectively developing and maintaining personal
networks of contacts where it assists with the role
3. Ensuring equal access to development

1. Supporing others
to undertake
alternative duties,
such as short-term
secondments

1. Providing constructive
feedbackto aidthe
developmenrt of the
team as a whole

2. Findingwavsto

learning and development developmenrt, opportunities far all 2. Encouraging others improveteam
needs andtake steps to managing workload 4. Using delegation as an opportunity to develop to contribute to performance through
develop own knowledge and making effective others institutional level learning and
andskills as reguired Lse oftime 5. Chairing meetings effectively, ensuring everyone activity developmenrt

3. Effectively demonstrate 3. Proactively engaging has an opportunity to contribute 3. 5Showing 3. Demaonstrating the
newfimproved knowledge informal andinfonmal '+ 6. Empowering others by identifying decision makers awareness ofthe value of learning by

and skills
4. Reqgularly demanstrate a

beinginvaolvedin

1
1
1
1
1
1
:
learning and atthe appropriate level : changing needs of
X developmert activities
1
1
1
1
1

1
1
1
1
1
1
|
development activities | 7. Providing creative work opportunities to stretch and the University and
1
1
1
1
1
1

oy

positive attitude to work Engaging positively develop colleagues incorporatingthese + 4. Ensuringthat projects
5. Give clearadviceor with appraisal 8. Encouraging others tolearn frommistakes without into own and andincidents are
guidance to others an processes by seeking, blame others’ evaluated andleaming
standard information ar acceptingand acting '9. Encouraging colleaguestotake calculatedrisks development plans from mistakes and
procedures, sharing upon feedback 10. Coaching and mentaring others to enhance own 4. Keepinguptodate successis used
knowledge and skills 5. Demonstrate self- skills andthose of others with what is
6. Maintaining a healthywaork maotivation 11. Reacting professionally when faced with happeninginthe
life balance by working 6. Keepingupto date challenging situations wider HE
with appropriate University withwhat is happening , 12. Encouragingthe bestfrom others through effective environment and
palicies (e.g. flexible inown andfor communication communicatingthis
working) professional areawith ' 13. Taking an active interestin whatis happening more ! o yourteamwhere
a viewto improving widelyinthe University and informing others where appropriate
self appropriate ' '
Interview questions Training and development
« Give meanexampleofatimewhenyou  « Describe anoccasion when you « Mentoring and « Stress Management « Team
recognisedthat a member of yourteam have encouraged others totake coaching « TimeManagement development
had a performancedifficulty. What did vou initiative and ownership for their + Recruitment & + E-learning + Perfecting

da? learning Selection briefing

Examples of behaviours that may indicate a need for further development

presentations

+« Believingthattraining and development are the same +« Focussolelvonownrole andtasks + Believingthatnothing can belearntfromthose less
thing » Failureto meetdeadlines on aregular qualified
* Thinkingthatthereis nofurther roomforimprovement basis * [ntolerance of others' mistakes



Presenter
Presentation Notes
Amanda


How the AUA can help to build great HE careers

How confident do | feel

?
NOW: Achieving
results
: Managing
Working self and
together personal
skills
Developing
self and
others
Engaging
with the
wider
Key: context

=== = where | am now
= = where I'd like to be

= =where my organisation

needs me to be Embracing

change

Delivering
excellent
service

Finding
solutions

AUA

Est 1961
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The framework can be used by individuals to assess their confidence across each of the behaviours and to plan their own professional and career development. It is useful to assess strengths as well as areas to develop.

Start by rating each behaviour out of 10 in terms of how confident you feel
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How confident would | like
tO be’) Achieving

results

What timescales? Werking okl
together personal

skills

Developing
self and
others

Engaging
with the
wider
Key: context
= = where | am now

- = where I'd like to be

Embracing
change

AUA

Est 1961

Delivering
excellent
service

Finding
solutions
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Then move on to where they would like to be and consider timescales. Although you may think, surely everyone would want to be 10/10 across the board, it is important to be realistic about timescales and which areas are most important for current or future desired roles.
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AUA

Est 1961

What does my next role
need me to be? Achieving

results

Managing
Working T self and
together personal
skills

How do | know?

Developing
self and
others

Delivering
excellent
service

Engaging
with the Finding
wider solutions
Key: context

=== = where | am now
= = where I'd like to be

= =where my organisation

needs me to be £ Embracing
.. change
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To focus our attention and work that out, we might look at our preferred next role and which of the behaviours are key to carrying it out effectively.
In terms then of planning which areas to develop first, you may want to look at where the biggest gap is between where you are now compared to where you need to be, or in considering which of the behaviours is most important to carrying out the role, and really focussing on developing that behaviour or these behaviours.
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Reflections on self-assessment
® Which are high confidence? (7-10)
® Which are less high? (5 or less)

® Where are the mismatches between the organisation’s perceived
needs and the self-assessment?

® How do strengths relate to the requirements of the role?

® Were there any surprises?
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These questions are therefore helpful to reflect on when carrying out this activity.
This is a good starting activity for reviewing where you are now compared to where you would like to be.
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Using the professional behaviours
within appraisal

Reviewees Reviewers
® identifying behaviours relevant to ® clarifying what is needed to meet the
their role organisational objectives
® assessing which are of highest ® recognising achievements that may
Importance in their role otherwise be overlooked
® identifying development needs to ® identifying individual strengths and
develop those behaviours and development needs
improve performance @® identifying team strengths and
® identifying ways to build upon and development needs
maximise existing strengths ® providing structured feedback to
@® increasing motivation colleagues
@® facilitating structured feedback from | ® identifying where best to
others concentrate staff development
® promoting meaningful resources
conversations
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One point where it can be helpful to review the professional behaviours is within appraisal, by both reviewer and reviewee. Although it can be very helpful in highlighting areas for development, it is also useful in identifying ways to build on and maximise existing strengths.

As mentioned earlier, the framework helps to consider how individuals approach their work and others, instead of tasks and outcomes, and as such, can help to recognise achievements which may otherwise be overlooked.
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Using the framework throughout
the career journey

o Interview
Objective Induction
setting
Appraisal Probation
Departmental Implementing
planning change
Change of 1:1
duties/role Career discussion

counselling
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Appraisal is just one key point at which the framework can be used throughout the career journey. I can be used right at the beginning, in recruitment and interview, through to induction and probation activity. 

We advise that appraisal is a good place to start using it, as it is something which everyone participates (or should) participate in and can be used in this process quite easily. 


* Restructuring « Mapping existing
» Mapping existing skills, staff development

U knowledge, behaviours S
M to future strategy %W'S'On N
: « Providing clarity about Igning provision,

CRELL LI the future needs of the filling gaps
] development organisation Learning & * [nstitution-wide CPD
Applylng the « Organisational Development strategy
definition of excellence  Equity of
framework in professional services opportunities
* Supporting culture « Providing structure
at change to ongoing
institutional « Job descriptions performance review
and person
|eve| specifications
» Applicant
Recruitment information

& Selection * Selection processes

 Clear articulation of
expectations of PSS

* Enhancing
probation processes

* ‘Growing your own’
» Talent management
* |dentify high

* Professional identity performers
akin to Other_ groups SIIISES  » Attracting and
SEEEIE e © AUA accredited planning retaining valued
recognition membership staff
* AUA PgCert « Reinforcing line
» Mark of Excellence manager’s role as

developers of others
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It can be used institutionally (instead of individually) is the following activities:
Organisational development
Learning and development
Recruitment and selection
Succession planning
Professional recognition
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AUA Member Progression

Fellow

Accredited Member FAUA

Member

MAUA

Work connected
with higher
education in the
UK or Ireland

AMAUA

Level 4 Qualification
25 hours CPD in 2
years

Reflective statement
1 reference

Lasts for 5 years

Level 4 Qualification
30 hours CPD in 3
years

Reflective statement
Development of
others

2 references

Lasts for 5 years
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We also have opportunities for individual professional development, by working towards being an accredited member and fellow.


A\Uja\ Postgraduate Certificate In
@Y Higher Education
Administration, Management
and Leadership
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The full title of the award is…. Referred to for short as the PgCert

Bit of background, last year marked 15 years of the PgCert. Originally validated by the OU, we moved to NTU in 2014 – main reason for resources, academic input and their progression routes. 

24 month programme move… felt the programme had reached some stability with NTU so took  the opportunity at our three year periodic review to make further developments  - mainly 12 month move. 

Rationale – puts us in line with other PgCert awards – long time for 60 credits, less of a time commitment so should help encourage completion – life less likely to get in the way.
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What does the PgCert offer?

@® a balance between professional development and academic
iInquiry

® a broader understanding of the sector
@® arecognised qualification
@® evidence of professionalism

@® a progression route to further academic study
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The programme attracts a real mix of students some graduate trainees new to the sector, others have years of experience but have not studied for many years or don’t hold an undergraduate qualification

Unsurprisingly, the most popular reason is to progress in their current career path roughly 80%

A formal route for professional development – it formalises professional experiences

Expands and broadens students’ perspectives of the sector, encourages networking not only with your peers but with the mentors

It shows commitment to your career and can formalise your years of professional experience. 
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Content
Compulsory modules:

Module 1: Higher Education in Context
(30 credits)

Module 2: Professional Practice In
Higher Education (30 credits)

60 masters level credits
Indicative learning time = 600 hours
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One credit is equivalent to 10 hours learning time

This equates to 10 – 12 hours a week. 



Case studies of successful
Implementation/adaptation

of the AUA’'s CPD
framework
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The University of Bath adapted the AUA’s BATH

professional behaviours to develop a knowledge,
skills and behaviours framework for all PSS staff

BATH AUA"

Calebrating HE Professioralsm since 1961

CONTINUING PROFESSIONAL DEVELOPMENT FRAMEWORK
FOR ADMINISTRATIVE STAFF

Achieving self and

University of Bath
People Strategy - 2011-2014
The CPD Framework is part of
Delivering the University’s drive to realise
_ excellent three key strategic goals for its
We aim to develop, recognise
and value:

Developing | Finding :‘;g";:-dw mu;ﬂm“:“ are
staff and | 2 p“mm‘.“ innovative and supported to realise
others \ - solutions their potential and achieve the
! ; highest standards.
P 2. Our capacity for
Engaging o - A adaptability to change and
with . ongoing improvement.
the big change 3. High quality leadership and
picture Using 4 D management.
resources



Presenter
Presentation Notes
Amanda


.

UNIVERSITY OF

2 BATH

The University of Bath’s framework

MANAGING SELF AND PERSONAL SKILLS

Willing and able to assess and apply own skills, abilities and experience. Being aware of own behaviour and
how it impacts on others.

Behaviours that demonstrate effective performance
Self Others Organisation

- Managing workload, making effective use of time

+ Being well prepared for meetings and presentations
Demonstrating an awareness of own values,
motivations, emoctions and limitations.

+ Keeping up to date with what is happening in
professional area

s Having an enthusiastic and positive ‘can-do’
approach

« Maintaining a healthy life balance

+ Speaking and writing by using clear succinct
language

= Showing consistency between words and actions

= Being self motivated

e Accepting and demonstrating personal responsibility

for health and safety, data protection and other

compliance areas

Indicativé skills and attributes

« Organisational skills
Listening skills
s Self-awareness

Communication skills
+« Reflective practice

» Talking or writing at inappropriate length

« Being consistently late for meetings

« Getting the best from others through

« Seeking exposure to new people/

« Time management skills

« Focusing almost exclusively on own job or own department

» Giving and receiving constructive
feedback as part of normal day-to-day
work activity

« Developing and maintaining personal
networks of contacts

« Ensuring own behaviour, words and
actions support a commitment to
equality of opportunity and diversity

effective communication

« Managing own response when faced
with challenging situations

« Influencing through own behaviour

environments

« HE environment

own role/department

Examples of behaviours that may indicate a need for further development

. Miing deadlines

e Hiding behind excuses

« Policies and procedures relevant to

= Taking an active interest in what is
happening more widely in the University

« Keeping up to date with what is happening in
wider HE environment

Underpinning knowledge

+ Self assessment tools/models and
their application
e University of Bath

« Reacting defensively to constructive criticism

Your Space:

3

© Adapted from the AUA’s Professional Behaviours Framework, 2009 for non-commercial use within the University of Bath by kind permission of the AUA.



Presenter
Presentation Notes
Amanda


Durham University adapted the AUA Professional Behaviours to develop
their Realising Your Potential approach for all PSS staff

World Class Engaged
University _ Individuals
Developing
myself and
others
Embracing
Change
Using
Resources
Effectively Respect for
others
Realising
Your
e Ch L E]
Excellent
Student
Services and Workin
Professional €
Support Together
Providing
Finding Leadership &
Solutions Direction
Excellent Collaborative

Standards Teamwork
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Examples for Training Officer

Developing myself
Need to demonstrate knowledge of development opps.
Maintain my CPD to keep up to date to give advice and guidance to others
Use delegation to develop other members of the team

Working together
Collaborating  with the wider HR Team / other Departments in development of this course

Finding solutions
As a coach work with coachees to give them opportunity to reflect & come up with their own solutions.



O
Realising Your Potential Approach impact

+ lob ' * Transparency
descriptions . of expectations
* Recruitment sk * Legal
& selection _ compliance
processes

* New staff - * Retention & . Consistent

e ™ engagement engagement . Leadership &
Application > . * Departmental | * Progression [Ten

and values
Benefits

Framework

> Management

"+ People Strategy
Responsible
University

Workforce | “» Talent management
planning Career plans
Induction _ CPD

Probation S Professional

ASR training e.g. AUA
Personal membership

development Organisational
learning
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Liverpool John Moores University

® Strategic commitment to ‘parity’ from very senior level
® Establishment of the ‘leadership and development foundation’
® Framework is incorporated across professional disciplines

® LIJMU AUA CPD Programme— taught programme that leads to
AMAUA or FAUA accreditation

® complements and can be integrated with
other frameworks e.g. SEDA and ILM

@® Inventive development of aids — cards, wheels, jenga to break down
the model
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Framework is incorporated across professional disciplines

Framework is incorporated into SEDA and ILM qualifications including using the wheel to determine developmental needs 

LJMU AUA CPD Programme – taught programme that leads to AMAUA or FAUA accreditation 
3rd iteration – 20 places 
5 x 2 hours sessions over a term 
Impact of CPD on your work 
Impact of CPD on others and on the organisation 
Being a reflective practitioner 

People wax lyrical about their experience of working in professional services at LJM and about the university’s commitment to their development 
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CPD Framework resources

(& | & Secure | https://aua.ac.uk/professional-development/cpd-framework/ ﬁ|

@ Professional development at the AUA What is the CPD Framework? The professional behaviours Using the Framework

frameworks, organisational values and behaviours while still benefiting from the broader framework

» The basis for a common national approach to CPD for professional services staff in UK higher education

The professional behaviours

The Framework offers a model of nine professional behaviours. It builds on best practice in the HE sector,
and elsewhere, and draws on National Occupational Standards to provide a clear steer on key and valued
behaviours based on AUA's Statement of Values. The professional behaviours framework complements
the UK Professional Standards Framewaork for teaching and supporting learning in HE.

Managing e Engaging )
self and Delivering Finding Ly with the Working

e excellent solutions resources A Hlied)
persona service effectively e

Using the Framework

As an Individual

It works for you as individual, by enabling you to analyse your behaviour in a range of situations and clearly

identify areas for improvement. You can use it to:

+ |dentify the behaviours that are relevant to your job
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Want to take this opportunity to highlight resources for the framework on our website. We have some hard copies of the practical guide to success with us here today but it and the framework can also be downloaded from the website. All of the appendix activities can also be accessed online

https://aua.ac.uk/professional-development/cpd-framework/

How the AUA can help to build great HE careers

How the AUA can help you

® Adapt the framework to your institution
® Framework Practical Guide to Success
® Resources on web

® Case studies

® Consultancy support

® Behaviour events in house — to support specific priority areas
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As mentioned, the framework is a flexible resource which can be adapted to an institution’s priority areas, with consultancy support available to assist with this.
We also have a suite of one day events based on specific behaviours within the framework, which can be delivered at institutions, to support specific priority areas.
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