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As aresult of primary and secondary research conducted in the project, the following were determined:
1. Key job groups and workplaces in university administration
2. Areas of skills & competences important for university administration staff

3. Required / desirable level of skills & competences for each workplace

Ad. 1. Job groups and workplaces

No Job group Workplace

1. rector's office

2. external relations, marketing

3. internal relations

4, University scientific excellence

5. research and implementation work

6. library

7. internationalization (Erasmus office)

8. quality of education, organization of didactics
0. student services

Dean's office / faculties /
institutes / departments

10. service of academic Staff and administrative issues
11. general service (organizational and administrative issues)
12. . finance and accounting, payroll, analyses
Finance, human resources &, payrot, y
and payroll
13. pay human resources management
14. organizational and clerical services
Technical and

15. organizational services IT support
16 logistics and technical service, property management,

' inventory
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Ad. 2. Distinguished areas of skills & competences

No. Skills & competences

1. General knowledge (e.g. applicable legislation)

2. Specific knowledge (e.g. specific features of the university)

3. Communication skills (effective use of spoken and written language)

4. Basic ICT (e.g. MS Office)

5. ICT specific to higher education

6. Individual work, work organisation, autonomy, decision making

7. Teamwork, working in a diverse team, openness to "otherness”

8. Analytical thinking, collecting, checking and analysing data

9. Resistance to stress, multi-tasking, working under time pressure

10. | Commitment, responsibility, loyalty, motivation to work

11, Openness to learning, continuous development, willingness to share knowledge and
experience with others

12. | High personal culture, ease in building relationships, friendliness, empathy

13. | Creativity, openness to change, initiative, willingness to improve processes

Levels of skills & competences

Level O Not required.

Level 1 Necessary to perform simple and routine tasks that form the basis for
further and more specialized activities.

Level 2 Necessary to perform tasks in typical situations.

Level 3 Necessary to perform complex tasks, both in typical and problematic
conditions.

Level 4 Necessary to perform many complex tasks of various nature.

Leadership and managerial skills*.

* If applicable to a given skill or competence




Ad. 3. Required / desirable level of skills & competences

Workplace
No Skills & competences
1 2 3 4 5 6 7 8 9
1 General knowledge (e.g. applicable legislation) 3 4 3 4 3 3 4 4 3

Specific knowledge (e.g. specific features of the

2 . . 4 3 4 3 4 3 4 4 4
university)
3 Communication Skl'”S (effective use of spoken and 4 4 4 4 4 3 4 3 4
written language)
4 Basic ICT (e.g. MS Office) 4 3 3 3 4 2 3 3 3
5 ICT specific to higher education 3 2 3 3 4 2 3 3 3
6 Individual work, wgr‘k organ|§at|on, autonomy, 3 3 3 4 3 3 3 3 3
decision making
7 Teamwork, workmg"m a dlverss team, openness to 3 4 4 4 4 3 4 3 3
otherness
3 Analytical thinking, collecting, checking and analysing 3 ) 3 4 4 ) 3 4 3
data
9 Resistance to stress, multi-tasking, working under time 3 4 3 3 4 7 4 3 3
pressure
10 Commitment, responsibility, loyalty, motivation to 4 4 4 3 3 3 3 3 3

work

Openness to learning, continuous development,
11 | willingness to share knowledge and experience with 3 3 3 3 3 3 3 3 3
others

High personal culture, ease in building relationships,

12 friendliness, empathy

Creativity, openness to change, initiative, willingness

13 .
to improve processes
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