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Job Description
	Job title:
	Research Support Administrator   

	Department/Faculty:
	School of Management

	Grade:
	1.0FTE

	Location:
	School of Management Research and PGR Office 


	Purpose of the job:

	This is a demanding, varied and interesting post located within the School of Management’s busy Research Office.
The main purpose of the role is to assist with the co-ordination of a wide range of research activities carried out by academic staff in the School including, co-ordinating visits by academic scholars, organising research events and seminars, updating research portions of the webpages, assisting with the production of statistics and research information and performing any other duties to ensure the smooth running of the School’s Research Office.  The post holder will also act as Secretary to the Research Committee.  
The post holder will need to be pro-active, interacting with senior members of School and visiting academics, requiring a high degree of professionalism. They will need to have excellent organisational skills, demonstrate a good use of initiative and be able to interpret and apply complex information.  You will also work closely with other teams within the School, in particular the Marketing team and the web team.
The post holder must be able to work to tight deadlines on his/her own initiative, and to learn new systems and procedures rapidly. 



	Source and nature of management provided 

	Research Manager with guidance from Associate Dean (Research).



	Staff management responsibility

	Not applicable.



	Special conditions 

	None



	Duties and Responsibilities: 

	1


	Research Committee servicing
i     Provide administrative support to the Associate Dean (Research); 

ii     Act as Secretary for the Research Committee;  consulting with the Associate   Dean (Research) with respect to the agenda, preparing committee papers, recording minutes of meetings, chasing up actions and handling all Research Committee business.
iii    Ensure items requiring approval at School or University level are referred as appropriate.  Liaise with secretary for Board of Studies, University Research Committee and Senate, as appropriate, to ensure actions are completed.
iv   Develop appropriate procedures to ensure Research Committee functions as required by the University’s term of reference, including supporting colleagues in providing items to required schedule.

v   Support colleagues in establishing, and periodic review of, research centres and institutes, following University’s regulations.  
vi   Advise colleagues on completing policy documents, such as research policy and analysis of ethics issues.  Establish and manage protocols across the School to ensure commonality of process.


	2
	Events and Communications
i    Organise research-focused events (sandpits, seminars, conferences, annual research presentation days).  Ensure an appropriate series of seminars is planned for each Division within the School by liaising with the Research Manager and Heads of Division with Research Responsibility.
ii    Source and check appropriate venues and make the necessary booking arrangements for each event.
iii   Ensure all events are publicised and advertised appropriately both internally and externally, including across social media and the website, working as and when necessary with the marketing team.
iv   Liaise with external providers, making any necessary travel and accommodation arrangements and provide on-site guidance and support during event.

v   Arrange catering as required.

vi   Arrange appropriate payments and monitor expenditure of all events.
vii  Work with Research Manager to produce copy for the monthly research newsletters



	3
	Visiting students and academics
i Liaising, organizing and co-ordinating visits for professors, researchers and scholars; assisting academics in obtaining approval via Research Committee, including organising sponsors for external requests.
ii Refer appointments to appropriate committees, Board of Studies or Senate.

iii Co-ordinating renewal of visiting appointments as appropriate.

iv Updating web-site and datasheets with information on visitors.

v Ensure Human Resources are informed of appointments.


	4
	Information management
i     Source information, copy-write and produce faculty information for School’s     web-pages.

ii     Update database of expertise as required.  Conduct monthly publication searches and update web-pages.
iii    Manage various Research Office databases.  Regularly update staff publications and citations records.

iv     Ensure research data is managed according to University Good Practice Code for Research
v  Help with miscellaneous requests for information, e.g. provide statistics on funding applications, performance indicators, funding applications, etc.

	5  
	Related research activities
i Assist the Research Manager and Research Information and Impact Officer with creation and maintenance of web pages and other relevant tasks as required.  
ii Handle enquiries and perform any other duties to ensure the smooth running of the Research Office.

	6
	Other

i    Support for other colleagues: to share work of others at peak work load periods.
ii.   Arrange small ad-hoc meetings. 

	This is not intended as an exhaustive list of duties or a restrictive definition of the post but rather should be read as a guide to the main priorities and typical areas of activity of the post-holder. 

These activities are subject to change over time as priorities and requirements evolve and as such it may be amended at any time by the line manager following discussion with the post holder. 

The post is School based and there may be occasions when the post-holder’s role and skill set may be required elsewhere within the School, so flexibility will be essential.
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Person Specification
	Criteria
	Essential
	Desirable
	Assessed by

	
	
	
	App form
	 Int
	Refs

	Qualifications  

	Good level of general education; educated to A Level (or equivalent) or above 
	(
	
	(
	
	

	Education to degree level or equivalent 
	
	(
	(
	
	

	Experience & Knowledge

	Substantial experience in an administrative support role preferably with experience of research related administration
	(
	
	(
	(
	(

	Experience of working within the Higher Education sector, or a research focused environment
	
	(
	(
	(
	

	Experience running events
	
	(
	(
	(
	

	Experience of maintaining clear and accurate records
	(
	
	(
	(
	

	Good working knowledge of standard IT systems and databases including web-based management information systems and web authoring
	(
	
	(
	(
	

	Evidence of effective team working 
	(
	
	(
	(
	(

	Skills

	Strong computer skills for data management and web development
	      (
	
	(
	(
	(

	Excellent organisational and time management skills
	(
	
	(
	
	

	Events management experience
	
	(
	(
	(
	(

	Excellent communication and interpersonal skills in order to communicate effectively and sympathetically with staff and members of the public. Ability to develop good working relationships 
	(
	
	
	(
	(

	Information management skills including a high level of accuracy and attention to detail
	(
	
	(
	(
	(

	Capacity to manage and prioritise a high workload, often working to tight deadlines
	(
	
	(
	(
	(

	Attributes

	Capacity for independent working as well as the ability to contribute as an active member of the team within the School
	(
	
	
	(
	(

	Competent, conscientious and motivated with a methodical approach to work
	(
	
	(
	(
	(

	Adaptable and flexible, with the ability to learn new skills quickly
	(
	
	
	(
	(

	Ability to organise and prioritise work effectively
	(
	
	
	(
	(

	Customer focused, with a friendly and helpful attitude
	(
	
	
	(
	(

	Great attention to accuracy and detail
	(
	
	
	(
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