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Job Description
	Job title:
	Pre-Award Due Diligence & Compliance Officer 

	Department/School:
	Research & Innovation Services

	Grade:
	7

	Location:
	University of Bath


	Job purpose

	The post holder will be responsible for:

· Providing expert advice and support to academic researchers across the University applying for research funding, from all external sources, where the University determines Due Diligence and/or Compliance checks are required,
· Reviewing research funding proposals to enhance their quality and ensure they meet funder requirements in relation to Due Diligence Checks or Compliance regulations,
· Developing effective relationships with academic staff and working with them on a 1:1 basis to assist in the development of proposal submissions,
· Providing advice and support at award stage in relation to Due Diligence and Compliance,
· Remaining on top of new and emerging compliance issues and practices that impact research funding proposals and awards,
· Overseeing and supporting the Due Diligence and Compliance functions, particularly in relation to reporting (internally and externally).
The nature of the role and the high level of responsibility make it imperative that the post-holder has sufficient relevant experience to be a credible source of advice and assistance to academic staff.  


	Source and nature of management provided 

	Reports to: Head of Pre-Award
Working closely with other post-holders in this very busy team, the Pre-Award Due Diligence and Compliance Officer will be responsible for all Due Diligence and/or Compliance aspect of applications to and awards from all external funding bodies, across all three Faculties and the School of Management. The post will at times work closely with one or more Research Development Managers and other staff across RIS as required.


	Staff management responsibility

	There is no direct management responsibility for other staff.


	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: None


	Main duties and responsibilities 

	

	1
	To encourage and provide support to academic staff preparing research proposals to all sources, where the University determines Due Diligence and/or Compliance checks are required.

	2
	To provide expert advice to academic staff on university and relevant funding organisations’ policies and procedures and application submission procedures (including electronic submission) in relation to Due Diligence/Compliance.

	3
	To provide expert advice on ODA Compliance and the GCRF Funding programmes.

	4
	To update, monitor and report on the University’s Research Due Diligence Register.

	5
	In liaison with the relevant Pre-Award Development Officer, to review awards before they are accepted by the University, identifying where there is a need for any additional legal agreement(s) related to Due Diligence and liaising appropriately with the academic staff and RIS’s Contracts team.

	6
	To process and ensure that Due Diligence/Compliance checks related to applications and awards are recorded correctly on the University’s finance system and to deal with grant transfers, extensions and amendments to contracts. 

	7
	To liaise and exchange information with other parts of RIS and professional services such as HR, Finance Office and Purchasing Services on matters related to Due Diligence on research.

	8
	To stay informed about the changing landscape of research funding in their designated area through working with colleagues, occasional attendance at external events such as conferences and workshops.

	9
	Provide support to the Research Development Managers in the organisation of workshops, best practice seminars and the management of external relationships, as required. 

	10
	To support the embedding of good practice in Departments with a particular emphasis on Due Diligence and Compliance.

	11
	Work with the Head of Pre-Award to use the Proposal to Award Management system to record and report on Due Diligence/Compliance checks in relation to research proposals.

	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 experience

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


	X
	
	

	Experience/

Knowledge
	
	
	
	
	

	
	
	An in-depth knowledge of due diligence practice and administration in relation to research funding, of a sort which can only be gained through a year or more of practical experience in a directly relevant role

	X
	X
	

	
	
	Demonstrable administrative experience in a similar research support role within Higher Education or a research funding body 

	X
	X
	

	
	An understanding of research funding where overseas parties are involved, the nature of working relationships across different countries and familiarity with relevant sources of funding, specific research funder terms and conditions, and funder electronic systems


	Experience of working with international funding sources
	X
	X
	

	
	
	Some experience and understanding of legal contracts in the context of externally funded research


	X
	X
	

	
	
	Experience of working 1:1 with academic researchers to develop funding proposals

	X
	X
	

	Skills
	
	
	
	
	

	
	Excellent interpersonal skills needed to deal sensitively and appropriately with academic staff, Heads of Department, other support areas of the University such as HR, Post Award and Contracts teams, external funding bodies, and project partners


	
	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 against tight deadlines 

 
	
	X
	X
	

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


	
	X
	X
	

	
	Good numeracy skills required to manipulate budgets, particularly on large collaborative projects, with payment in foreign currency 


	
	X
	X
	

	
	Excellent writing skills and attention to detail

	
	X
	X
	

	
	IT literacy 
	
	X
	X
	

	
	
	Experience of using costing software, pFACT or Unit 4’s ARCP


	X
	X
	

	Attributes
	
	
	
	
	

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


	
	X
	X
	

	
	Ability to work to strict deadlines and under pressure of multiple deadlines

	
	X
	X
	

	
	Ability to engage and encourage people in new directions


	
	X
	X
	

	
	Excellent personal / can do attitude

	
	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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