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	UNIVERSITY OF NOTTINGHAM

RECRUITMENT ROLE PROFILE FORM


Job Title: 


Assistant Research Contracts Officer
School/Department: 
Research & Graduate Services


Salary:
£28,132 - £36,661 per annum, depending on skills and experience. Salary progression beyond this scale is subject to performance.
Job Family and Level:
Administrative, Professional and Managerial Level 4
Contract Status: 

Permanent
Hours of Work:

Full Time (36.25hrs)
Location:


Kings Meadow Campus, Lenton Lane, Nottingham
Reporting to:


Head of Research Grants and Contracts
The Purpose of the Role:

The purpose of the role is to draft and negotiate contracts that facilitate research delivery within the University.
Main Responsibilities:
	
	Main Responsibilities 


	% time per year

	1.
	Drafting and negotiation of simple research contracts based upon standard form agreements ensuring that each fully reflects the requirements of the University.  Such Agreements include Confidentiality Agreements, Materials Transfer, Services Rendered, Industrial Studentships and Research Council Collaboration Agreements. 

	65%

	2.
	Manage own time and priorities workload in a complex multitask, high throughput environment frequently handling conflicting aspirations and wishes of the parties involved whilst responding sensitively to the requirements of the university, academic community and sponsors to support the achievement of RGS objectives in service delivery.

	10%

	3.
	Maintain standard form agreements relating to agreement types within remit of role.  Develop and maintain working procedures and other documentation as appropriate to improve the efficiency of contract negotiation.


	5%

	4.
	Contribute to the Research and Graduate Services reputation for professionalism and customer focus, both with academics and industrial sponsors.

	5%

	5.
	Manage and maintain records for tracking industrial projects on a computerised database (and in hard copy) providing management information ensuring a clear audit trail for research contracts.

	5%


	6.
	Carry out research into legal issues impacting research delivery, as requested by Research Contracts Officers, and disseminate results.

	5%

	7.
	Referral of complex agreements or queries to Research Contracts Officers or Head of Research Grants and Contracts, as appropriate.


	3%

	8.
	Any other duties appropriate to the grade and role.

	2%


Knowledge, Skills, Qualifications & Experience

	
	Essential
	Desirable

	Qualifications/ Education


	· Degree in law, business or analytical subject (or equivalent).
	· Legal Executive/Paralegal qualification

	Skills/Training


	· Good-level of organisational and administration skills.

· Planning and co-ordination with the ability to prioritise and meet deadlines.
· Ability to read and understand complex legal documents.
· Knowledge of contract law.

· Excellent communication and interpersonal skills.
	· Authoritative knowledge of the work practices, processes and procedures relevant to the role, including broader commercial awareness relating to research contracting generally.

· Knowledge of the work of others inside and outside the University relevant to the University’s research contracting activities.


	Experience


	· Proven analytical and problem solving capability.

· The ability to learn by experience, accumulating a wide range of relevant knowledge with the ability to apply such knowledge to arising challenges.

	· Drafting technical documents such as contracts, policy statements or guidance documents

· Negotiation with internal and external customers (i.e. senior academics/Company Directors)
· Direct experience of a research-related environment.

· Project management experience

· Paralegal/Legal Executive experience in a private practice or in-house environment


	Statutory/Legal


	· Keeping abreast of changes and modifications in legislation relating to contract law.

	· Keeping abreast of legislation changes affecting the higher education sector


Decision Making

i)
Taken independently by the role holder;
1.
Drafting, review and amendment of contract clauses based upon standard form agreements, ensuring that each agreement reflects the needs of all the parties whilst maintaining adherence to University Policy.
ii)
Taken in collaboration with others;
	1. Advising on the appropriate agreement type for the circumstances and proceeding or referring to a Research Contracts Officer as appropriate

2. Development and implementation of processes and systems to aid contract administration.


iii)
Referred to the appropriate line manager by the role holder;
(Head of Research Contracts and Governance)
1. Approval for proposed changes in contract terminology to take account of changes in the external business environment.
2. Requests to deviate from standard University policy.
3. Matters which have been escalated internally or externally.
Additional Information

1. Working pro-actively with academics to facilitate both efficient and effective contracting process from initiation to completion of the project.
2. The building and maintenance of effective working relationships with sponsors greatly enhancing subsequent negotiations adding further value to the contract process.

