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Job Description 
 

Job title: Operations Officer for the Centre for Doctoral Training in Statistical 
Applied Mathematics at Bath (SAMBa) 

Period: 4 years 

Department/School: Department of Mathematical Sciences 

Reports to: Susie Douglas, SAMBa Co-Director   

Grade: 7 

Location: University of Bath, Claverton Down, Bath 

 

Job purpose 

You will enable delivery of the day-to-day activities of the EPSRC Centre for Doctoral Training 
(CDT) in Statistical Applied Mathematics. This is a varied and wide-ranging role that will include: 
- Continual oversight, delivery and improvement of our flagship ITT events  
- Supporting partner engagement and long-term collaboration 
- Assisting in recruitment and ongoing support of students 
- Supporting delivery of excellent student training, within EPSRC and University regulations 
- Maintaining strong academic engagement from the department and more widely 
- Producing marketing material and effectively communicating and distributing it 
 
There will be a supportive academic and administrative team around you in order to facilitate 
activities with strategic direction coming mainly come from the Co-Directors.  
 
The role includes working closely with the SAMBa PhD students (approaching 100), SAMBa 
Executive and its Co-Directors, over 80 potential academic supervisors, and around 40 external 
partners. You will also work in collaboration with the University’s central administration to ensure 
the centre operates within appropriate regulations.   
 
It is essential that the post-holder is able to work autonomously and creatively to deliver the goals 
and broad portfolio of SAMBa, multi-tasking and pitching in with multiple activities to ensure the 
effective delivery of SAMBa events and administration.   
 
A key part of the position will be facilitation of doctoral training activities such as twice-yearly 
Integrative Think Tanks (ITTs). You will also support long-term engagement with external partners 
and will be responsible for exploring public engagement and impact activities. You will generally 
enable the delivery and operation of SAMBa including, but not limited to, the activities below. 
 
We are happy to explore strategies for flexible working including part time (to a minimum of 80%), 
job sharing and non-standard working patterns. However, there will be occasional times (such as 
during ITTs) when the post-holder will be required to work additional hours, including evenings.  
 
This is initially a supportive role but there is scope to grow responsibilities and the range of 
activities delivered over time.  

 

Source and nature of management provided  

The SAMBa Executive will provide overall direction and line-management, but you will have 
autonomy and will need to work on your own initiative. 

 

Staff management responsibility 

None 

 

Special conditions  

There is the possibility of travel within the UK as you become more established in the role, in order 
to promote SAMBa and liaise with partner organisations.  
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Main duties and responsibilities  

1 Have an overview of the calendar of events and day-to-day running of SAMBa, supporting the 
Executive to ensure the CDT remains well integrated within the Department of Mathematical 
Sciences, the University of Bath, and with external partners and stakeholders such as EPSRC. 
 

2 Manage preparation and delivery of Integrative Think Tanks (ITTs) twice per year including: 
managing new partnerships for ITTs, engaging students and academics in industrial talks and 
visits, running the events themselves and supporting student assessment.  
 

3 Support the maintenance and growth of a large academic-industrial network, which could 
include identifying opportunities to leverage existing funds and new collaborators. 
 

4 Working with the University Research Contracts team to facilitate development of contracts 
and IP agreements with partners, where necessary.  
 

5 Support the follow up of collaborative initiatives, including joint research and funding 
opportunities, and pursuing industrial internships and placements for students.  
 

6 Coordinate key training deliverables of the doctoral training programme, including 
administration of the MRes/MSc component, working with Directors of Studies and University 
administration to run a robust programme that delivers for students.  
 

7 Support the promotion of the centre vision in delivering influence and impact externally to the 
university, including through developing marketing and communication materials and online 
presence.   
 

8 Support the recruitment and admissions process for SAMBa students. 
 

9 Maintain an overview of a complex £10M+ budget for the entire centre and work with the 
SAMBa co-Directors and Coordinator to ensure its effective management. 
 

10 Assist in compiling external and internal reviews of SAMBa and applying for renewal.  
 

11 Liaise with the Doctoral College for administrative issues that arise with SAMBa students (e.g. 
suspension of studies, disciplinary action, mitigating circumstances etc.) 
 

12 Maintain excellent communication with the Co-Directors, Executive, Strategic Advisory and 
Monitoring Board, EPSRC, and other stakeholders.  
 

You will from time to time be required to undertake other duties of a similar nature as reasonably 
required by your line manager.  
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Person Specification 

Criteria 
 

Essential Desirable Assessed by 

      A/F I/T R 

Qualifications 
 

     

A PhD degree or substantial experience of 
working in a research-focused environment 

√  √   
 
 

Experience/Knowledge      

Experience of programme management, ideally 
including project finance management and 
stakeholder engagement. 

 √ √ √ √ 

Experience of UK HE Sector, particularly the 
doctoral and postdoctoral training environment 

√  √ √  

Familiarity with the academic research 
environment, particularly the field of mathematics 

√  √ √  

Experience of designing, organising and 
facilitating events involving stakeholders from 
different backgrounds 

√  √ √ √ 

Experience of promotion and marketing within an 
academic context 

 √ √ √  

Skills      

Advanced computer and software skills, including 
Microsoft Office and web based suites. 
 
  

√  √ √  

Communicating complex or detailed information 
to a variety of audiences 

 

 

√ 
 
 

 √ √  

Contract development and management  √ √   

Attributes       

Strong inter-personal and communication skills 
 

√ 
 
 
 

 √ √ 
 

 
 

Excellent time management and organisational 
skills 

√ 
 
 
 

 √ √ 
 

 
 

Code: A/F – Application form, I/T – Interview/Test, R – References 
  



  

Human Resources  Page 4 23/06/2020 

 

Effective Behaviours Framework 
The University has identified a set of effective behaviours which we value and have found 
to be consistent with high performance across the organisation. Part of the selection process 
for this post will be to assess whether candidates have demonstrably exhibited these 
behaviours previously.  
 

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. 
   

Delivering excellent service: 
Providing the best quality service to all students and staff and to external customers e.g. 
clients, suppliers. Building genuine and open long-term relationships in order to drive up 
service standards. 
   

Finding innovative solutions: 
Taking a holistic view and working enthusiastically and with creativity to analyse problems 
and develop innovative and workable solutions.  Identifying opportunities for innovation. 
   

Embracing change: 
Adjusting to unfamiliar situations, demands and changing roles.  Seeing change as an 
opportunity and being receptive to new ideas. 
  

Using resources: 
Making effective use of available resources including people, information, networks and 
budgets.  Being aware of the financial and commercial aspects of the University. 
 

Engaging with the big picture: 
Seeing the work that you do in the context of the bigger picture e.g. in the context of what 
the University/other departments are striving to achieve and taking a long-term view.  
Communicating vision clearly and enthusiastically to inspire and motivate others. 
   

Developing 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. 
   

Working with people: 
Working co-operatively with others in order to achieve objectives.  Demonstrating a 
commitment to diversity and applying a wider range of interpersonal skills.  
   

Achieving results: 
Planning and organising workloads to ensure that deadlines are met within resource 
constraints.  Consistently meeting objectives and success criteria. 
   

 


