
[image: ]
Job Description

	Job title:
	Research Funding Support Officer

	Department/School:
	Research & Innovation Services (RIS) 

	Grade:
	6

	Location:
	University of Bath premises/Hybrid



	Job purpose

	
This is a one year fixed-term post in Research and Impact Services (RIS), which will provide support to the Research Funding team as the University Research Management System (URMS) project takes place.

This role will be responsible for providing support to and working collaboratively with the Pre-Award Development Officers, Pre-Award Support Officer, Pre-Award Manager, and Head of Research Funding, to ensure all activity associated with the URMS project can be completed on time to meet the schedule of its deliverables.

Working alongside colleagues, the post holder will help to develop, implement, support, and monitor operating processes and administrative systems related to research application development and award management at Bath. They will take ownership of specific tasks and processes related to the research funding lifecycle  The post holder will take a proactive approach to their learning in relation to the activities required to cover for the URMS project and ensuring all relevant colleagues are kept up to date with any changes that might impact them.

They will also occasionally provide support for the development of simple, low risk and small value bids where needed by the team and where time allows. 




	Source and nature of management provided 

	
The successful candidate will report to the Pre-Award Manager.




	Staff management responsibility

	
None




	Special conditions 

	
None




	Main duties and responsibilities 

	Core Systems Support

	1
	Develop an understanding of the primary Pre-Award costing system (PAM – Unit4 BW).
· Using expert knowledge to resolve queries in a timely and professional manner
· Providing excellent guidance and support, liaising with colleagues across other Departments as necessary
· Identifying gaps in, and contributing to the development of research systems in response to researchers needs and external requirements
· Ensuring that the website contains current, clear, and concise information on use of the system, for all categories of user
· Maintain awareness of the latest system functionality and potential implications on the research application and award processes. 
· Manage, plan and undertake User Acceptance and Systems Testing for PAM/RMS project’s new system 

	2
	Deliver training to staff across the University
· Prepare on and off-line training materials 
· Engaging with colleagues across the University to identify, draft, prepare, and deliver research support systems training opportunities
· 

	3
	Manage and maintain an excellent set of records in relation to annual PAM updates and provide input to other teams in RIS (eg in relation to KTPs and Consultancy) to inform costings outside of Pre-Award core activity

	Pre-Award Team Support

	4
	Provide administrative support to the Head of Research Funding   as required. This could include:
· Scheduling meetings and preparation of agendas
· Recording and drafting accurate minutes
· Following up on all actions
· Summarising outputs as needed 
· Taking responsibility for some actions as appropriate to the role

	5
	Support processes that run parallel to research application and award activity, taking a proactive approach to developing and improving them in response to user or university needs:
· University equipment support
· University matched funding requests
· University contribution requests
· Assessment of eligibility regulations
· Due Diligence and Compliance
· Income classification/data capture

	6
	Work closely with the Pre-Award Support Officer to collaboratively deliver those tasks that the PSO cannot deliver on their own due to the demands on their time for the URMS Project. 

	7
	Occasionally, where time allows, provide support to small/low risk schemes – either independently or collaboratively with relevant Pre-Award team colleagues

	Working Practices

	8
	Take responsibility for own workload and keep others informed, highlighting potential problems and suggesting solutions to ensure continuity of service delivery. Respond independently to queries and use judgement and initiative to provide advice, with limited guidance or instruction.

	9
	Maintain awareness and develop in-depth understanding of the relevant policies and guidelines. Promote and assist in the implementation of strategies, policies and procedures that seek to guide and shape the RIS service delivery.

	
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 always follow all University policies and procedures and take account of University guidance. 
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Person Specification

	Criteria
	Essential
	Desirable

	Qualifications
	
	

	Education to degree level OR significant, relevant professional experience
	A/I/R
	


	Experience/Knowledge
	
	

	Knowledge of the Higher Education sector, research project lifecycle and understanding of the support role conducted by professional services
	A/I
	

	Experience of working with a research costing system (or similar), particularly ‘behind the scenes’ and not just as an end user
	A/I
	

	Experience of delivering training and preparing guidance materials
	
	A/I

	Experience of working in a Higher Education Institution
	
	A/I/R

	Skills
	
	

	Ability to work independently and demonstrate initiative, whilst knowing when to refer to others for support and advice
	A/I/R
	

	Ability to communicate clearly and effectively both verbally and in writing
	A/I
	

	Excellent interpersonal skills, developing and fostering highly effective working relationships with colleagues and stakeholders at all levels of seniority
	A/I
	

	Excellent attention to detail, particularly in relation to documentation and record-keeping
	A/I
	

	Ability to work to tight and sometimes conflicting deadlines
	A/I
	

	Excellent organisational skills
	A/I
	

	Ability to learn quickly new software packages / tools and follow new business processes
	A/I
	

	Ability to arrange and coordinate meetings, including via online platforms
	A/I
	

	IT skills, particularly Outlook, Word, Teams, PowerPoint, SharePoint, and Excel
	A/I
	

	Ability to pay close attention to detail and review multiple documents
	A/I
	

	Attributes
	
	

	Self-confidence and ability to ‘stand your ground’ while remaining calm, polite and professional
	I

	

	Strong team player
	I
	

	An innovative, flexible, and enthusiastic approach to working 
	I
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I = Interview 
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