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	Job Title: Research Centre Administrator (Creative Research into Sound Arts Practice Research Centre)
	Accountable to: Research Centre Director

	Contract Length: Temporary - 1 year
	FTE: 0.5
	Weeks per year: All

	
	Grade: 3

	Service: Research Management & Administration
	Location: Creative Research into Sound Arts Practice Research Centre

	Purpose of Role: 

To provide administrative support for the Creative Research into Sound Arts Practice Research Centre within the Research Networks section of the University’s Research Management & Administration service. This is an opportunity for a highly motivated individual to significantly contribute to the success of UAL Research Centres and Networks involving collaboration with academic, public sector and commercial partners, nationally and internationally.

	Duties and Responsibilities

· To co-ordinate the general administration of the CRiSAP Research Centre and manage the CRiSAP Research Centre Budgets. 

· To maintain files, records and financial accounts and other day-to-day matters of the Centre’s administration.

· To assist with the drafting of Centre reports and plans and support the Centre’s Co-directors and core staff by dealing with enquiries, arranging meetings, booking travel, writing ad hoc letters and other administrative tasks.
· To assist with the administration of drafting funding bids.
· To create and maintain databases for the effective coordination of the Centre and liaise with Centre staff, partners and ad hoc participants across a wide range of international institutions and organisations.

· To coordinate and support Centre activities and events including workshops, seminars, symposia, exhibitions, conferences, meetings etc including arranging hospitality, room-booking, etc..
· To liaise with CRiSAP partners, as directed by the Director of CRiSAP.

· To assist in the production of publicity and newsletters for Centre participants and wider audiences, to administer mail-outs to staff and external contacts as directed by the Centre Co-directors and to write copy for press.
· To report Research Centre data to Research Management and Administration for University monitoring and external reporting.
· To assist in the maintenance and updating of the Centre website.
· To assist in the support of Centre postgraduate research students.

· To work with all other areas of the UAL Research Management & Administration providing highest possible level of service and standards.

· To assist with committee servicing for the Centre and for Research Management and Administration, including setting agendas, producing papers, minute taking, briefing  committee members, and following up actions.

· To be skilled in the use of Word, Excel and other application software in order to manage data, prepare high quality reports, schematics, presentations and correspondence on behalf of the Director and staff.

· To perform such duties consistent with your role as may from time to time be assigned to you anywhere within the University

· To undertake health and safety duties and responsibilities appropriate to the role

· To work in accordance with the University’s Equal Opportunities Policy and the Staff Charter, promoting equality and diversity in your work

· To undertake continuous personal and professional development, and to support it for any staff you manage through effective use of the University’s Planning, Review and Appraisal scheme and staff development opportunities

· To make full use of all information and communication technologies in adherence to data protection policies to meet the requirements of the role and to promote organisational effectiveness

· To conduct all financial matters associated with the role in accordance with the University’s policies and procedures, as laid down in the Financial Regulations

	Key Working Relationships: 
· UAL Research Centre Director
· Research Networks Administrator
· Research Grants and Networks Manager
· Associate Deans of Research (All Colleges)

· Research Active staff; 

	Specific Management Responsibilities

Budgets: Research Centre Budgets, as directed.

Staff: None

Other (e.g. accommodation; equipment):


	Person Specification Professional and Administrative Grade 3

E = Essential  D = Desirable  A = Application  T = Test  I = Interview
	E

√
	D

√
	Means of Testing

A / T / I

	Qualifications/Knowledge and Experience
	
	
	

	· Knowledge and experience in the planning and monitoring budgets.
	√
	
	A

	· Experience in updating and maintaining websites on a regular basis.
	√
	
	A/I

	· Demonstrable experience of office administration within HE or FE
	√
	
	A/I

	· Experience of organising meetings and events, e.g. workshops, seminars and conferences
	√
	
	A/I

	· Ability to prioritise workload, manage time productively and work to deadlines
	√
	
	A/I

	· Ability to work independently without direct supervision.
	√
	
	A

	· Undergraduate and/or postgraduate qualification or demonstrable relevant experience in Research Administration. 
	√
	
	A

	· Commits to own development through effective use of the University’s appraisal scheme and staff development process.
	√
	
	A/I

	· Experience assisting in the administration of drafting research funding applications.
	
	√
	A/I

	Communication and Service Delivery
	
	
	

	· Experience of drafting plans and reports displaying a variety of data to different parties, and at different levels.
	√
	
	A/I

	· Ability to provide routine oral and written information clearly and concisely and is able to understand and explain technical/specialist terms commonly in use in own area of work.
	√
	
	A/I

	· Uses appropriate levels of IT skills to enable best use of available information and communications as necessary for the post.
	√
	
	A

	MS Office competent in Word, Excel, PowerPoint and the ability to maintain databases
	√
	
	A

	Email
	√
	
	A

	Intranet
	√
	
	A

	Web/Internet
	√
	
	A/I

	Electronic Diary
	
	√
	I

	Black Board
	
	√
	I

	Web 2 Technologies
	
	√
	A/I

	Content Management Systems
	
	√
	A/I

	· Ability to ensure that accurate information is passed onto the most appropriate people in a timely fashion to improve working practices.
	√
	
	A/I

	· Ability to adapt services and systems to meet customers’ needs and identify ways of improving standards and actively promoting the service.
	√
	
	I

	· Ability to meet Service Level Agreements by collating feedback and views from customers and keeping up to date with market trends and service developments.
	√
	
	A

	· Is involved in internal or external networks to pursue a shared interest and contribute to building and strengthening working relationships, sharing information and ideas to help others develop their practice/area of work.
	
	√
	I

	Managing Resources
	
	
	

	· Ability to clarify, plan and prioritise own work and that of the others/team, to achieve objectives to the standards expected, including proactively working with others to achieve personal and team/service area objectives.
	√
	
	A/I

	· Proven ability as an operational task leader, assessing and to ensuring appropriate resources and support are available to enable the team and individual members to achieve their objectives.
	
	√
	A/I

	· Ability to ensure that all team members understand what is expected of them, and dealing with any difficulties arising.
	
	√
	I

	· Experience of ensuring that time and resources are used effectively, continually reviewing progress to improve efficiency and to ensure that work of self and others is completed in line with team objectives.
	
	√
	A

	Problem Solving
	
	
	

	· Ability to establish basic facts by carrying out appropriate enquiries, identifying and using a range of sources and types of data to produce full and accurate reports and or accounts of situations.
	√
	
	A/I

	· Ability to distinguish between the need to make a decision and when to defer. Also to contribute to the decision making of others by providing relevant information and opinions.
	
	√
	I

	· Ability to analyse problems to identify their cause, considering all possible solutions to identify those which offer wider benefits.
	
	√
	I

	Work Environment and Care
	
	
	

	· Ability to undertake health and safety duties and responsibilities appropriate to the post.
	√
	
	A/I

	· Commits to the University’s Equal Opportunities Policy together with an understanding of how it operates within the responsibilities of the post.
	√
	
	A/I

	· Experience of dealing with difficult situations or confidential matters according to policy and procedures, referring to others where necessary and appropriate.
	
	√
	I/A

	Teaching and Learning Support
	
	
	

	· Ability to explore content and approach to take account of feedback and learners’ progress using a variety of methods and examples to assist understanding and learning.
	
	√
	I


