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Step 2 Consider what core responsibilities and selection criteria need amending, bearing in mind they should still reflect the grade descriptors (to be verified by local HR)
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) Officer or Senior (Support) Administrator

	Standardised Job description code
	GENAT-08
	Grade
	6

	Role Purpose

	Responsible for managing administrative processes related to research projects, funding applications, and compliance, ensuring high-quality service delivery and adherence to regulations. The role involves supervising junior staff, coordinating activities, and driving improvements in administrative procedures while collaborating with researchers, academic staff, and funding bodies to ensure efficient project execution and compliance.

	Grade Descriptors

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


	· Independently manage all aspects of administrative processes related to research projects, funding applications, and compliance, ensuring the highest quality of service delivery. Demonstrate proactive problem-solving skills, handling complex and varied administrative challenges, and resolving issues in a timely manner.

	· Supervise and mentor junior staff, providing guidance, training, and fostering their professional development.
Take responsibility for delegating tasks, overseeing workloads, and ensuring the team is aligned with departmental goals and priorities.

	· Participate in collaborative decision-making processes, suggesting and implementing enhancements to existing administrative procedures. Proactively identifying areas for process improvement and ensurechanges align with institutional and regulatory standards.

	· Take ownership of quality assurance within administrative operations, establishing and refining protocols as necessary. Conduct regular reviews of processes to identify potential issues, implementing corrective actions to maintain high standards of compliance and efficiency.

	· Gather, interpret, and analyse data related to research projects and funding, providing actionable insights and reports to support informed decision-making by senior staff and stakeholders.  Contribute to sections of comprehensive papers/reports, ensuring accuracy and relevance of information presented.

	· Independently manage the financial aspects of research projects, including budgeting, tracking expenditures, ensuring compliance with funding body requirements, and preparing financial reports. Work closely with senior staff to ensure accurate financial reporting and the efficient use of research funding.

	· Apply expertise in relevant systems, processes, policies, and procedures to drive standards for the administrative service. Continuously pursue professional development to stay updated with the latest trends in research administration, funding regulations, and compliance.

	· Communicate effectively, ensuring the accurate and timely exchange of information between research teams, funding bodies, academic staff, and other stakeholders.  Cultivate strong professional relationships with internal and external stakeholders to ensure smooth collaboration and alignment on research-related activities.

	· Ensure research projects comply with all relevant ethical, legal, and regulatory requirements, including institutional review boards, data protection laws (GDPR), and funding agency regulations. Identify and mitigate risks related to non-compliance, resolving issues swiftly and effectively.


	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

	· Independently manage day-to-day administrative processes, using initiative to resolve issues and adapt to changing priorities. This includes accurately capturing records, managing recruitment for research support staff and participants, and assisting with research grant and application management.

	· Act as a point of referral for organising, prioritising and delegating tasks, ensuring team members are up-to-date with information and developments. This includes coordinating events, logistics, scheduling meetings, managing travel/visa arrangements, and coordinating funding bids.

	· Provide advice and guidance to research team colleagues, PI’s, and key stakeholders on administrative processes in line with University regulations and policies. This includes offering guidance on contract requirements, grant management, and ensuring compliance with best practices and protocols.

	· Ensures research projects comply with all relevant ethical, legal, and regulatory requirements, including institutional review boards, data protection laws (GDPR), and funding agency regulations. Identifies and mitigates risks related to non-compliance, resolving issues swiftly and effectively.

	· Assist in setting standards for administrative service delivery, monitoring effectiveness, and implementing improvements. This includes developing, maintaining, and managing grant requirements in collaboration with finance, and recommending improvements in grant management and financial processes.

	· Produce correspondence, documents, and reports to tight deadlines, preparing and presenting information concisely. This includes drafting letters, formatting publications, and presenting specialised research reports to the PI.

	· Oversee financial administration for research projects, ensuring that expenditures align with project budgets and comply with University policies and funding regulations. Collaborate with finance departments to track and report financial data, prepare expenditure statements, and support audits.

	· Liaise with internal and external stakeholders, including research teams, partners, and participants, maintaining a professional and confidential approach. Coordinate with key stakeholders for tasks such as grant transfers and ensuring adherence to grant conditions.

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

	· Coordinate committee work, including preparing agendas and ensuring tasks are completed in a timely manner.

	· Actively participate in forums, committees, or working groups to exchange knowledge, share information, and contribute to best practice initiatives in research administration.

	Selection Criteria
ESSENTIAL [defined by SJD] 

	· Strong experience in administrative support roles, particularly within a research or academic setting, with a track record of managing complex projects and tasks.
· Demonstrated ability to independently manage a demanding workload, prioritise effectively, and meet conflicting deadlines, including the delegation of tasks where necessary. Experience of managing processes and procedures and able to independently resolve administrative issues.
· High level of accuracy and attention to detail in all administrative tasks, including record-keeping, financial tracking, and document preparation.
· Ability to develop and maintain professional, effective relationships with a wide range of stakeholders, both internally and externally, including academic staff, funding bodies, and research participants.
· Ability to work independently and collaboratively as part of a team, demonstrating flexibility and adaptability to changing priorities
· Proven ability to evaluate and improve administrative procedures, proposing and implementing practical changes to enhance service quality and efficiency.
· Strong proficiency in Microsoft Office Suite (Word, Excel, PowerPoint, SharePoint), and experience with research management or grant application systems.
· Experience in managing research budgets, ensuring compliance with financial regulations, and assisting with financial reporting and auditing processes.
· Knowledge of relevant institutional policies, ethical regulations (e.g., GDPR, IRB), and best practices in research administration, with the ability to ensure compliance in all aspects of research-related work.
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