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Step 3 Once the review is completed, please copy the final list of responsibilities and selection criteria to the University job description template
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	Role
	Research (Support) Administrator 

	Standardised job description code
	GENAT-07
	Grade
	5

	Role Purpose

	To provide high-quality administrative support for research projects, funding applications, and compliance processes, ensuring effective support to academic staff and researchers. It involves overseeing research funding processes, coordinating project timelines, ensuring adherence to regulations, and providing strategic data and reporting to aid decision-making.

	Grade Descriptors

	[high level core purpose commensurate with grade descriptor] =not to be edited


	· Deliver administrative processes related to research projects, funding/grants applications, and compliance, providing guidance and support to ensure accurate and efficient execution of tasks while adhering to relevant policies, procedures, and regulations.

	· Take responsibility for planning own tasks within the research administration scope, contributing to short-term projects or coordinating activities related to the organisation and prioritisation of resources to support the smooth running of research processes.

	· Propose improvements to administrative procedures, interpreting the needs of academic staff and researchers, and often contributing to decisions that impact the efficiency and quality of administrative service provision.

	· Engage in daily communication and networking with researchers, academic staff, funding bodies, and other administrative teams to cultivate professional relationships, share information, and facilitate the smooth exchange of project updates and funding-related communications.

	· Communicate effectively, ensuring clarity and precision in conveying research-related information, such as funding processes, compliance requirements, and project timelines, to different audiences (e.g., researchers, senior staff, funding bodies).

	· Apply practical understanding of research administration procedures to identify and swiftly resolve administrative issues, using initiative to make informed judgments when balancing multiple tasks or competing demands.

	· Possess a comprehensive understanding of relevant research administration systems and procedures, continuously pursuing specialist development in grant management, compliance regulations, and project tracking to support research needs effectively.  

	· Provide support in training researchers and staff on administrative processes, grant management systems, and compliance protocols. Assist in preparing training materials and guide.

	· Assist in the development, monitoring, and reporting of research project budgets and, ensuring financial documentation is compliant, up to date and aligned with project goals, escalating any discrepancies or issues to senior staff.  


	CORE RESPONSIBILITIES [high level work which applies to multiple employees] 

	[bookmark: _GoBack]Guidance on what can be changed can be found in the Toolkit for Managers & HR
Changes to core responsibilities must be checked and verified at local HR level to ensure edits are appropriate and remain within grade descriptor boundaries described above

	· Act as a first point of contact for the provision of timely administrative support for a wide range of research related tasks and processes, identifying priorities, exercising good judgement in resolving daily problems and awareness of when to consult or refer matters on.

	· Coordinate administrative arrangements for research-related activities such as scheduling meetings, organising conferences, arranging visitor logistics, and handling complex travel/visa arrangements, ensuring smooth execution and adherence to timelines.

	· Support the preparation and submission of grant applications, ensuring that all required documents are completed and submitted within deadlines. Assist in ensuring compliance with institutional and funding agency guidelines.

For example, preparing grant proposals/applications, creating agendas, circulating research papers, briefing notes or minutes, procedure manuals or handbooks, prepare job adverts/description, supporting events.

	· Independently draft and circulate correspondence, respond to queries, and assist in preparing research reports, presentations, grant proposals, and other project-related documentation to ensure accuracy and completeness.  Assist with the preparation of detailed reports on research progress, financial expenditures, and compliance status. Ensure that reports are completed on time and are accurate before submission for senior review.

	· Support the monitoring and reporting of research outcomes, ensuring the timely submission of progress reports, financial statements, and other documentation to stakeholders, ensuring consistency with project objectives and funding terms. Assist in ensuring research data is managed with high integrity, supporting data collection, storage, and access procedures that comply with research best practices and university guidelines.

	· Provide administrative support for financial processes, including maintaining up-to-date records, tracking project expenditures in line with grant terms and conditions, processing invoices and payments, managing travel, subsistence, and other expenses, and supporting budget setting and monitoring.

	· Follow, interpret and advise on procedures, and proactively seek new ways of improving administrative processes and procedures, making changes accordingly.

	· Researching issues through gathering and analysing data to develop solutions to daily administrative challenges or short-term projects.

	· Support research compliance with university policies, procedures, and regulatory requirements, including ensuring adherence to data protection regulations (e.g., GDPR) and confidentiality agreements.

	· Deal sensitively and appropriately in communications with colleagues, patients, carers and/or members of the public directing to appropriate services as required.

	· Provide guidance and support to junior team members on research administration processes, and ensuring that tasks are completed accurately and efficiently.

	· Act as a liaison between researchers and the administrative team, ensuring the smooth exchange of information and assisting with any resource requirements or administrative concerns that may arise throughout the research process.

	· Proactively identify potential risks to research projects (e.g., delays, financial discrepancies) and escalate to senior staff or relevant departments, providing solutions and mitigation strategies where possible.

	· Collaborate with internal and external stakeholders to facilitate communication and knowledge sharing between research teams.

	Selection Criteria
ESSENTIAL [defined by SJD] 

	· Proven experience in administrative support roles, preferably within a research or academic setting.
· Strong organisational and time management skills, with the ability to prioritise tasks and meet deadlines
· Excellent attention to detail and a high level of accuracy in data entry and record keeping.
· Strong written and verbal communication skills, with the ability to engage with internal and external stakeholders at all levels, ensuring effective collaboration and information exchange.
· Ability to work independently and as part of a team, demonstrating flexibility and adaptability to changing priorities
· Previous experience in financial administration and budget monitoring, with the ability to track project expenditures and ensure compliance with financial policies. 
· Proficiency with Word, Excel, PowerPoint, SharePoint, and familiarity with research management software and databases.


	Desirable

	· Knowledge of research administrative processes, regulations and compliance



	Date
	

	Edits to core responsibilities  checked & verified against grade descriptor by {Departmental HR contact}:
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