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Job Description
	Job title:
	Contracts Officer

	Department/School:
	Research & Innovation Services (RIS)

	Grade:
	Grade 7

	Location:
	University of Bath


	Job purpose

	The post holder will be responsible for: 

· Reviewing and negotiating incoming research-related contracts, in each case ensuring the right balance between speed and risk, as indicated by the Head of Contracts. 
· Liaising with academics and other stakeholders to obtain all necessary background and context

· Using approved University template contracts as a basis for preparing research-related contracts with external parties  
· Using the RIS Contracts Management system to record activities.




	Source and nature of management provided 

	The position will report to the Head of Contracts who will provide overall management and leadership in how staff work within the team, as well as providing negotiating skills and advice on more difficult agreements and contractual matters.




	Staff management responsibility

	Working closely with other staff in the Contracts and Pre-Award teams, the Contracts Officer will independently manage their own workload of contracts. There is no direct management responsibility.




	Career and Professional Development Activities

	From time to time you may be asked to assist in the facilitation of CPD activities.  This will form part of your substantive role and you will not receive additional payment for these activities.  



	Special conditions 

	


	Main duties and responsibilities 

	

	1
	To obtain all necessary contextual background for proposed legal agreements from records, academics and professional services colleagues (in particular other RIS staff such as Pre Award Development Officers).



	2
	In the light of the contextual information, to review legal contracts (including one to one and multi-party research agreements, funded studentship agreements, sub-contracts, NDAs, MTAs and any other contracts relating to research), taking into account the University’s current policy requirements for research contracts, and making a judgement about the need for additional legal support for assistance with more complex drafting or negotiations.



	3
	Selecting appropriately from the University’s bank of template contracts, to prepare straightforward agreements. 


	4
	To undertake (if necessary under the supervision of more senior Contracts staff) some re-drafting of contract terms and recommend changes to contracts as part of negotiations with external parties, in order to achieve the best position for the University.



	5
	To ensure all the resource, contractual and risk implications to the University of undertaking the work in context have been fully understood, considered and (as far as possible) resolved, liaising with academic staff, Pre-Award and other Contracts staff as necessary.



	6
	To escalate to the appropriate level any contracts failing the University’s current policy requirements, and to make recommendations as regards level of risk. 



	7
	To ensure that academic PIs understand any contractual obligations and risks that they are accepting. 


	8
	To ensure that professional services colleagues are given timely notice for any action they may need to take as contracts near completion.



	9
	To maintain adequate administrative records, to log all contracts with the RIS Contracts Management system and to store signed contracts appropriately.



	10
	To keep informed about the changing landscape of research funding particularly in the area of research contracts through working with colleagues, occasional attendance at external events such as conferences and workshops

 

	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
	Good Honours degree or equivalent 


	Law degree;

research related post-graduate qualification or personal experience of scientific/ academic research
	X
	
	

	Experience/
Knowledge
	
	
	
	
	

	
	The post requires an in-depth knowledge of research administration and contracts in the context of university research, of a sort which can only be gained through practical experience in a directly relevant role


	
	X
	X
	

	
	Demonstrable administrative experience in a similar research contracts role for or with Higher Education or a major research funding body 

	
	X
	X
	

	
	Good working knowledge of research funders, including familiarity with and understanding of specific funder terms and conditions and the usual requirements of industry funders

	
	X
	X
	

	Skills
	
	
	
	
	

	
	Excellent interpersonal skills needed to deal sensitively and appropriately with colleagues, academic staff, other professional services, as well as manage external relationships with funders, and project partners’ contracts staff


	
	X
	X
	

	
	High level of organisational skills to manage heavy and varied workload


	
	X
	X
	

	
	Ability to remain calm and focused while managing conflicting demands on time and working under pressure 


	
	X
	X
	

	
	Ability to communicate clearly and effectively both verbally and in writing, in order to negotiate contracts and to explain complex legal concepts to non-experts


	
	X
	X
	

	
	Proof-reading skills to enable rapid and thorough checking of contracts prior to signing


	
	X
	X
	

	
	IT literacy – adept at using in-house Contracts Management system, as well as standard office software packages
	
	X
	X
	

	Attributes
	
	
	
	
	

	
	Self-confidence and ability to stand one’s ground while remaining calm, polite and professional 


	
	X
	X
	

	
	Able to give and take advice without causing or taking offence


	
	X
	X
	

	
	Attention to detail and thorough approach to work 
	
	X
	X
	

	
	Must be able to work both independently and as part of a team
	
	X
	X
	

	
	Friendly and approachable manner


	
	X
	X
	


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