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Job Description

	Job title

	Senior Contracts Officer

	Department/School

	Research & Innovation Services (RIS)


	Job family

	Management, Specialist and Administration

	Grade

	8


	Reporting to

	Head of Contracts (RIS)


	Responsible for
	The post holder will initially line manage two contracts officers. This will be kept under continuous review as the team develops.


	Location

	University of Bath premises 





	Background and context


	
The Contracts Team in RIS fulfils a crucial role within the University’s research and innovation pipeline. This role will have the leadership responsibility for managing the entire contract portfolio pipeline for the Contracts Team initially together with the existing Senior Contracts Officer including the triage and allocation of incoming contracts matters. Going forward the role-holder will be responsible for teams liaison with agreed faculties.  





	
Job purpose

	The role-holder will manage oversight of the contracts process, ensuring timely communication with stakeholders, co-ordination with faculties and senior academics, in each case ensuring the right balance between timely completion and risk.

They will support and advise the Head of Contracts in matters of contracts policy and process updating to ensure the development of a continuous process improvement ethos in the team. This will include working with the Head of Team and existing Senior Contracts Officer to develop and oversee a range of University template contracts as a basis for preparing agreements with external parties; and improvements to the RIS Contracts Management system, the content of which they will manage. They will deputise for the Head of Team as necessary, including attending meetings inside and outside the University.

The role will include line management of contracts officers within the team.






	Main duties and responsibilities 


	
	

	1

	To manage the triage and allocation of the incoming contracts workload to the rest of the contracts team.

	2

	To support and advise the Head of Team on matters of Contracts Policy and Process update and upgrade as required. 

	3
	To lead oversight of the contracts process across the team, ensuring timely completion of contract matters and sensitive and appropriate communication with all stakeholders in the contracts process.


	4
	To have the leadership role in supporting Contracts Team liaison and networking with UoB colleagues (Business Matrix) liaising with and supporting faculty administrators and senior academics as necessary. To lead on identifying and sharing best practice with contracts team colleagues at other HEIs (particularly in our region). 


	5
	To ensure balance between time management and risk management within the team, advising and supporting the Head of Team as well as senior management as necessary.


	6
	To undertake a leadership role in the development of a continuous process improvement ethos within the team, advising and supporting the head of team as necessary


	7
	To oversee the content of the RIS contracts management system, advising and supporting the Head of Team in improvements to its function as necessary


	8
	To undertake a line management role, including supporting staff development activities within the team 


	9
	To undertake and maintain responsibility for a workload of contracts throughout the contracts process, liaising with and undertaking negotiations with and undertaking negotiations with external stakeholders at all levels.

	10
	To deputise for the Head of Team as necessary, including attending meetings inside and outside the University 

	11
	To appropriately manage, mitigate and inform the relevant stakeholders of the risks attendant on their contracts; signposting methods of mitigation or management in line with University policy.   

	
	You will from time to time be required to undertake other duties of a similar nature as reasonably required by your line manager.  You are required to follow all University policies and procedures at all times and take account of University guidance
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	Criteria

	Essential
	Desirable

	Qualifications
	
	

	Good Honours degree or equivalent 

	√
	

	Experience/Knowledge

	
	

	An advanced knowledge of research administration and legal contracts in the context of university research, of a sort which can only be gained through practical experience in a directly relevant role

	√
	

	Experience of working closely with senior management, ideally in an HE environment
	√
	

	Experience of Line Management of staff and team leadership.

	
	√

	Demonstrable experience of developing and maintaining a continuous process improvement culture.
	
	√

	Management experience in a similar research contracts role within Higher Education or a major research funding body 

	
	√

	Demonstrable ability to think strategically, and able to focus on both big and small picture issues facing a contracts team.
	√
	

	Experience of developing and maintaining database systems
	
	√

	Advanced interest, knowledge and experience of issues relating to research integrity, including monitoring compliance with external requirements
	√
	

	
Skills
	
	

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

	√
	

	Advanced analytical skills including the ability to rapidly and effectively interpret and summarise complex documents and datasets.
	√
	

	High level of organisational skills to manage heavy and varied workload while remaining calm and focused.

	√
	

	Excellent communication skills including ability to draft reports, briefing materials and presentations with a high degree of accuracy and detail to a range of audiences including senior management
	√
	

	Excellent numerical and IT skills including database management.
	√
	

	Good political awareness and understanding of the internal and external needs of the organisation.
	√
	

	Commitment to the support and development of the team including those that they line manage.

	√
	

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

	Friendly and approachable manner, able to give and take advice without causing or taking offence

	√
	

	
Attributes
	 
	

	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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