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Job Description

	Job title:

	Research Development Officer

	Department/School:

	Research & Innovation Services (RIS)

	Reports to:

	Head of Research Development

	Grade:

	6


	Location:

	Hybrid working - University of Bath campus and remote 



	Job purpose


	This role works in the Research Development team (ResDev), part of the Research and Innovation Services department, supporting the functions of research grant and research staff development. The Research Development team work with academic staff to coordinate and guide the University of Bath’s proposals for research funding from the UK Research Councils, Research Charities, Learned Societies and other UK Government funding bodies, as well as other major international funding bodies. This role supports the team in reporting and disseminating information to academic staff, administering meetings and events, and demand management processes, and working across the department to support operations and communications..



	Source and nature of management provided 

	Head of Research Development



	Staff management responsibility

	None.



	Special conditions 

	None






	Main duties and responsibilities 


	1
	Coordinating managed internal selection and support processes for grant development, for example fellowships and demand management

	2
	Supporting proposal development through organisation and coordination of events and meetings, e.g. writing retreats, funder visits, mock interview panels, mock/internal peer review boards and pitching panels.

	3
	Collecting and evaluating feedback on the Research Development team activities; proposing mechanisms through which this can be improved

	4
	Develop and maintain the contents of the Research Development website and wikis, monitoring content for relevance and working with the team to keep content current and refreshed

	5
	Helping in the preparation of papers and reports that relate to Research Development function, proposing mechanisms for maintaining current information of grant development activities

	6
	Monitoring funds that support research and/or researcher development

	7
	Providing administrative support to the Head of Research Development and wider team

	8
	Acting as a key point of contact for the team in dealing with general queries and routing them appropriately

	9
	Support the work of the Researcher Development Manager, in particular in the deliver of the training programmes

	10
	Support the team with finance and procurement activities, such as purchase orders for consumables and service contracts with external providers, e.g. external coaches and facilitators

	This job description is intended to provide a broad outline of the main responsibilities only. In addition, they may be required by the line manager to carry out any other duty commensurate with their grading and expertise.





Person Specification

	Criteria: Qualifications
	Essential
	Desirable

	Educated to degree level
	
	

	Criteria: Experience/Knowledge
	
	

	Creating, implementing and managing efficient and effective administrative/management processes  
	
	

	Preparing and coordinating reports and papers for University Boards
	
	

	Preparing reports against reporting requirements
	
	

	Experience of financial processes and administration of budgets
	
	

	Experience of managing meetings and/or events programmes
	
	

	Experience of developing online content
	
	

	Criteria: Skills
	
	

	Excellent IT skills, incl. Microsoft Teams, Excel & Word, Adobe Acrobat
	
	

	Excellent communication skills both verbally and written
	
	

	Strong, supportive team player 
	
	

	Influencing skills
	
	

	Criteria: Attributes
	 
	

	Ability to work to strict deadlines and under pressure, with diverse briefs
	
	

	Embraces change and seeks to create innovative approaches to adapting to new requirements and ways of working
	
	

	Proactive, self-starter who shows initiative
	
	





	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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