
 

Job Title:    Project Coordinator - European Funding 

 

School/Department:  Research and Innovation 

  

Job Family and Level: Administrative, Professional & Managerial Level 4    

 

Contract Status:  Permanent 

 

Hours of Work:  Full-time (36.25 hours per week) 

 

Location:   Jubilee Campus 

 

The Purpose of the Role: 

Based in the University’s Research Enterprise & Graduate Services Department, within the EU 

team, and working in close cooperation with Academic Schools, this post will oversee a portfolio 

of European-funded research projects. The role-holder will be expected to take a leading role in 

co-ordinating these strategically important projects, and ensure that they are managed in strict 

accordance with the funder requirements including developing and supporting related projects. 

 

 

Main Responsibilities  

 

% time 

per year 

1. Generate and submit periodic documentation in compliance with the project 

contract in an accurate and timely manner. This will involve preparing or 

reviewing claims on these major European-funded projects to ensure these 

are completed to the required standard.  This will also involve coordinating 

and liaising with other project partners and with the EU Project officials to 

ensure submissions for the overall project are within specified reporting 

deadlines. 

 

35% 

2. Act as a central liaison point for the portfolio of projects for any queries from 

Principal Investigators, school-based administrators, the External funders and 

other project partners. Coordinate and work closely with the University 

contracts team should any contractual amendments by required during the 

project lifetimes. 

 

30% 

3. Financial monitoring throughout the project lifetimes, ensuring eligibility of 

expenditure and maximization of University margins. Provide updates and 

guidance to Principal investigators and liaise with school finance staff when 

potential problems are identified. 

 

10% 

4. Responsible for negotiation of outputs and budgets for related projects, 

working in collaboration with academic staff and funders. 

 

10% 

5.  Miscellaneous duties associated with the post, including co-ordinating the 

University’s development of and support for other related projects. May also 

include training and attendance at project management meetings. This may 

entail an element of overseas travel. 

 

10% 

UNIVERSITY OF NOTTINGHAM 

RECRUITMENT ROLE PROFILE 



 2 

6. Undertake Operational Activities on behalf of the Senior Research Finance 

Manager and supervise the Team Administrator and when appropriate 

deputies for the Senior Research Finance Manager. 

 

5% 

 Any other duties appropriate to the role and level. 

 

 

 

Knowledge, Skills, Qualifications & Experience 

 Essential Desirable 

Qualifications/ 

Education 

 Degree (or equivalent) in Business, 

Finance or Accounting OR broad 

relevant experience 

 Progression toward CCAB 

Accountancy qualification 

Knowledge/ 

Skills/Training 

 Highly proficient IT skills with 

Office, financial and other business 

systems 

 Ability to define priorities and work 

flexibly and effectively under 

pressure to meet demanding and 

sometimes conflicting deadlines 

 Good problem-solving skills, with 

the ability to apply technical 

knowledge in practical business 

environment 

 An appreciation of the need to 

maintain accuracy, and the ability 

to proactively check work to ensure 

that this is delivered 

 Excellent inter-personal and 

communications skills, both written 

and oral 

 Good team working skills 

 Ability to analyse and interpret 

financial information 

 Knowledge of EU Framework 

Programme funding or other 

similar research programmes 

 Knowledge of ERDF funding, 

the funding rules and the 

reporting requirements 

 

 

 

Experience  Programme/project administration 

 Experience of financial and project 

management, programme/project 

administration 

 Experience of working in an 

academic environment, 

preferably within an 

international   

 Experience of managing 

multiple stakeholders and 

working in a deadline-driven 

environment  

Other 

 

 Excellent command of the English 

language, spoken and written 

 Knowledge of another major 

European language 

 


