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Job Description

	Job title:

	Hub Operations Coordinator (EPSRC Sustainable Manufacturing Hub)
Part-Time, Fixed-Term 

	Department/School:

	Chemical Engineering

	Grade:

	6

	Location:

	University of Bath premises



	Job purpose


	The recently funded EPSRC Sustainable Manufacturing Hub ‘CARMA’ (Cellular Agriculture Manufacturing Hub) has the vision to transform food production, transitioning to an environmentally, economically, and socially sustainable model in which novel cellular agriculture (Cell Ag) manufacturing systems complement traditional food production. Cell Ag will enable the manufacture of staple foods, such as meat and palm oil, without the environmental and land impacts of traditional farming and associated ethical issues. 
The role of the Hub Coordinator is to liaise with internal and external stakeholders (current and new) to ensure we have slick, effective and clear communication and management for CARMA, and to support the Hub leadership team in the day-to-day management and administration of the Hub.



	Source and nature of management provided 


	
Hub Head of Development and Community will be your Line manager



	Staff management responsibility


	
None





	Special conditions 


	The post is fixed term until 31st September 2030.  The post is offered on a c.0.8 FTE basis, with potential for higher FTE depending on funds, and we welcome applications from candidates who wish to be flexible in their working.
Occasional travel within the UK to visit partners, staff a stand at exhibitions/dissemination events etc, including overnight stays, occasionally for several days. There may also be the rare opportunity for overseas travel as part of the job to engage with partners/undertake activities.  An up-to-date passport allowing direct return to the UK is essential at all times. Any restrictions (beyond standard visa requirements) on entries to other countries, whether enforced or by your own choice, should be declared on the application.




	Main duties and responsibilities 

	1
	Programme Coordination & Operational Support 
1. Managing the day-to-day running of the project, liaising with academic leads to deliver events and facilitating communication across project teams.
2. Co-ordinate and manage Hub activities such as meetings, workshops, travel, website.
3. Ownership of the CRM system with responsibility for the accurate maintenance of up-to-date data. 
4. Liaise regularly with current academic and industry partners to ensure optimal knowledge exchange plus reporting requirements are met. 
5. Act as the point of contact and gatekeeper for all queries, including stakeholder and press enquiries.
6. Responsibility for the accurate maintenance of up-to-date data, statistics and information relating to CARMA’s key delivery targets in support of monitoring reports of EPSRC, the Advisory Board, funding partners and other stakeholders.
7. To take responsibility for compliance with funding body requirements for funding opportunities.
8. Monitoring, reviewing and updating the financial plan, procedures, and frameworks.
9. Oversee contracts and IPR agreements with partners, where necessary.

Executive Support to the Hub Leadership Team 
10. Responsibility for supporting the Hub Director and the Hub Manager to enable the smooth running and effective management of the Hub, including Director email, travel and diary management. 
11. Initiate, structure and arrange the governance boards and meetings with industrial members.
12. Act as Secretary to all Boards and group meetings, providing a complete service for these activities.

Events and Marketing 
13. Work with the team to keep publicity and marketing material fit-for-purpose and up-to-date. 
14. Pro-actively devise, plan and co-ordinate events in collaboration with colleagues.  
15. Manage all logistics for events including liaison with professional services regarding any logistical arrangements 


	
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.

There may be travel within the UK and overseas.
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Person Specification

	Criteria
	Essential
	Desirable

	Qualifications
	
	

	Good quality first degree or demonstrated relevant experience
	√


	

	Experience/Knowledge
	
	

	Experience of working in a university environment or in areas relevant to the Hub’s target sectors.
	√

	

	Excellent track record of in general administration and operational support roles supporting complex projects
	√

	

	Experience of organising and managing workshops and events
	
	√


	Experience of organising a busy workload, assessing priorities with minimum supervision and initiating actions
	√

	

	Experience of producing reports and analysing data

	√

	

	Evidence of effective relationship building across organisations, disciplines, and professions

	√

	

	Familiarity in website design or content management
	
	√


	Experience monitoring financial budgets
	√
	

	Skills
	
	

	Excellent verbal and written communication skills, including presenting findings and ideas to groups of people (e.g. newsletters, research publications, web dissemination)
	√

	

	Highly developed organisational skills

	√

	

	High level of IT skills including the usual MS Office and other software packages
	√

	

	Excellent inter-personal skills, the ability to work with a wide range of people and in a close-knit team working to deadlines.
	√

	

	Ability to plan and organise own work methodically

	√

	

	Ability to maintain administrative systems and records

	√

	

	Attributes
	
	

	Ability to work independently, be proactive and use own initiative.
	√

	

	Analytical, able to solve problems and take responsibility

	√

	

	Ability to work effectively and flexibly and stay calm under the pressure of deadlines.
	√

	

	Flexible attitude and ability to respond to changes
	√

	

	Actively enjoys working with others, and is a excellent team player
	√

	

	Commitment to equality, diversity and inclusion and the maintenance of dignity and respect for all students and staff
	√

	

	Conscientious with good attention to detail
	√
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