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Job Title: 

Operations Manager for the Mixed Reality Laboratory



School/Department: 
School of Computer Science


Salary:

£27,428 – £35,788 per annum, depending on skills and experience.  Salary progression beyond this scale is subject to performance
Job Family and Level:
Administrative, Professional, Managerial Level 4




Contract Status: 
Fixed-term for a period of one year
Hours of Work:

36.25 hours per week
Location:

Jubilee Campus
Reporting to:

Profs Steve Benford, Tom Rodden and Chris Greenhalgh
Purpose of the Role:
The roleholder acts as an operations manager for the Mixed Reality Lab and liaises with the management team involving Prof Steve Benford, Prof Tom Rodden and Prof Chris Greenhalgh. The role works within the policies of the School of Computer Science but acts independently of school activities. The roleholder is responsible for all non-technical project and financial management for MRL research activities and currently funded projects, with administrative management responsibilities for projects which complement the academic responsibility of the principal investigators, and with the main objectives of maintaining efficient lab systems, maximising use of research funding, ensuring compliance with funding regulations  and continuity for staff and students.  

	
	Main Responsibilities 


	% time per year

	1.
	Lab Management

· Responsibility for operational decisions within the Lab

· Forecasting and planning budgets, cash flow and staffing requirements to advise the management team

· Troubleshooting

· Liaison with Technical Manager for space planning and staff requirements

· Liaison with School staff to ensure adherence to School policies

· Overseeing upkeep of Lab areas

· Planning and incorporating security systems

· Maintaining induction materials for new staff and students.
	16%

	2.
	Financial management of research monies currently totalling £12m (awarded research grant value) with annual expenditure around £1.8m, involving:

· Maximising  income and expenditure according to project objectives and regulations of funding organisations;

· Liaising with Research Support Office and Finance Department for production of cost statements, subcontract requirements and funding regulations;

· Liaison with collaborating institutions including understanding elements of their local accounting systems;

· Negotiating complex overheads, REF splits, and joint personnel management with other schools and departments;

· Local validation and reconciliation of accounting information, compiling financial reports and summaries, and keeping records for audit purposes;

· Setting up internal procedures to ensure compliance with University and external regulations;

· Signatory for purchases up to £6000 per month on University Visa card;

· Overseeing purchasing, payments and annual housekeeping on Agresso system.

· Approver of Visa card spend for MRL administrative staff

· Approver for MRL expense claims
	16%

	3.
	Personnel Management of MRL staff to ensure that the staffing for each project is appropriate and gives continuity of employment, including:

· Making recommendations of appropriate spend for staff to maximise use of research resources;

· Coordinating recruitment procedures, eg advertising, applications, interviews, contracts, references;

· Line management, supervision, training and appraisal of 1-2 clerical assistant for the production of orders, reconciliation of accounts and travel arrangements;
· Production of 3-year cash flow projections for project staff funding;
· Monitoring and renewing staff contracts and funding sources as required.
	15%

	4.
	Research Project Management consisting of:

· Organising the agreement and signatures for collaboration agreements, in liaison with Research Innovation Services and partner institutions

· Setting up annual budget estimates 

· Collecting and incorporating information for Funding Council requirements

· Providing status reports, annual budgets and forecasts for the Management Team and recommending action

· Providing guidance for collaborating partners

· Coordinating arrangements, agendas and minutes for the larger  projects

· Compiling statistics and information for the end of project reports and reviews;

· Managing e-mailing lists for research projects.
	15%

	5.
	Overall responsibility and oversight for National, European and International conference organisation involving:

· Finding venues and negotiating prices for services;

· Arranging catering, accommodation, transport and other services;

· Organising and circulating programmes and arrangements to attendees;

· Liaison with reviewers/ external organisations;

· Documenting the outcomes;

· Responsibility for conference bids, sponsorship and budgets;

· Liaison and coordination of national & international research strategy meetings;

· Coordinating design and production of conference promotional items.
	10%

	6.
	Development and application of a marketing strategy for the MRL under the guidance of the Principal Investigators which involves:

· Liaison with external/internal agencies and partner institutions;

· Overseeing the design and production of promotional literature, signs etc;

· Coordinating updates for the MRL webpages;

· Organising promotional events and mailouts; 
	10%

	7.
	Development of Research Opportunities:

· Investigating new sources of research funding and building relationships with potential partners and funding bodies

· Attending conferences and workshops to learn about the opportunities

· Updating lists of publications etc for REF submission

· Using PFACT to provide costings for outline bids and final proposals, providing guidance on submissions for academics and completing Je-S on-line forms
	10%

	8.
	Organising arrangements for visiting researchers

· Checking funding provision

· Ensuring working space and supervision as required

· Providing induction materials
	5%

	9.
	Progressing initial applications from prospective students, together with providing guidance, liaising with the School Office to ensure correct processes, arrange  funding and keeping records.
	3%


Knowledge, Skills, Qualifications & Experience

	
	Essential
	Desirable

	Qualifications/ Education


	· Degree level qualification in business management or equivalent, relevant work experience
	· Postgraduate qualification in business management or equivalent

	Skills/Training


	· Proficiency with MS Office packages, such as Word, Excel, Powerpoint.

· Negotiation, communication and interpersonal skills

· Financial management skills

· Supervisory and training skills
	· Web page construction skills

	Experience


	· Experience of working within university administration

· Personnel management experience

· Experience of business administration, team leadership and performance review.
	· Experience with HE research administration

· Familiarity with UK and EU funding council regulations and systems



	Statutory/Legal


	
	· Knowledge of employment law and recruitment systems


Decision Making

i)
taken independently by the role holder

Operational decisions

Authorisation of purchases up to £6000 per month

Allocation of monies from research grants

Transfer of expenditure/journals up to £5000 between project codes

Introduction of new office systems to meet the needs of the Research Group

Allocation of work for administrative staff, copywriters and web programmers

Design of administrative systems, eg finance, security

ii)
taken in collaboration with others

	Conference venues and style

Decisions on financial, personnel and marketing strategies

Extension and transfer of research staff contracts

Recruitment of consultants, contractors and casual staff

Approval of promotional material and designs


iii)
referred to members of the MRL Management Team and/or Finance Department by the role holder

	Authorisation of purchases over £6000

Transfer of expenditure/journals over £5000 between project codes


Additional Information

	This role provides a sound management and financial framework for a body of researchers so that can concentrate their attention on producing quality research work.  By strategic management of finances, it ensures continuity of employment for around 35 staff and increases the confidence of funding bodies in the MRL research management capabilities.  It also provides a complete support framework for research activities, with purchasing, travel arrangements, conference arrangements, studentships, visiting researchers, all managed by the roleholder with the assistance of 1-2 support staff.


Due to the requirements of the UK Border and Immigration Agency, applicants who are not UK or EEA nationals and whose immigration status entitles them to work without restriction in the UK will be considered on an equal basis with UK and EEA nationals.  Other non-UK or non-EEA nationals whose employment will require permission to work subject to a resident labour market test may only be considered if there are no suitable UK or EEA national candidates for the post.  Please visit http://www.ukba.homeoffice.gov.uk/ for more information.  
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