
 
 

THE UNIVERSITY OF NOTTINGHAM 

 

Recruitment Role Profile Form 

 

 

Job Title:    REF Systems Co-ordinator 

 

School/Department:   Research and Innovation 

  

Job Family and Level:  Administrative, Professional and Managerial 4  

 

Contract Status:  Fixed term (18 months) 

 

Hours of Work:  Part time (21.75 hours per week, 0.6FTE)  

 

Location:   Jubilee campus 

 

Reporting to:   REF Manager 

 

Purpose of the Role: 

 

The REF Systems Co-ordinator will support the REF Manager in the configuration and population 

of a new web-based module to support the delivery of REF2021.  The new module will be one 

element of a larger Research Information System (RIS) that is being developed and implemented 

to support the University research ecosystem.  The role holder will also be required to work with 

IS to ensure that the two existing systems which currently support REF (e-staff profile and 

Research Administration Tool (RAT) are appropriately maintained for REF purposes until such 

time as the RIS module is tested and fully operational. 

 

 

 Main Responsibilities  

 

% 

time 

per 

year 

1. Working with the REF Manager, relevant academic staff across the University, 

the RIS project management team, Information Services and Worktribe (the 

provider of RIS), participate in the development of specifications for the REF 

functionality in RIS, specifying all REF requirements, commenting and 

providing feedback during the development process and ensuring the 

functionality is developed in line with REF 2021 requirements.  Develop a 

timetable for the implementation of the new module, ensuring that it reflects 

appropriate timeframes, taking into account both the need to deliver the 

project to a tight deadline and the workloads and competing responsibilities of 

contributors. 

40% 

during 

develo

pment 

phase 

2. Working with the RIS project management team, co-ordinate and contribute 

to testing and review of the new module, ensuring that the testing is rigorous 

and relevant, that it meets the needs of REF, that it includes all relevant 

parties, can be delivered within the defined timeframes, and that plans are in 

place to work through any issues arising from the testing. 

20% 

Once 

develo

ped   

3. Working with the REF Manager, create and deliver a communications plan 

around the development and implementation of the new module, ensuring 

10% 



that it is aligned and integrated with the ongoing communications strategies 

around RIS and REF.  Take responsibility for ensuring that all stakeholders 

are identified with and communicated with in an appropriate and timely way 

in relation to the development and implementation of the new module, and 

setting it in the context of the broader RIS and REF activities.   

4. Develop training programmes for all relevant users of the RIS REF module, 

ensuring that they are appropriate for the level of use.  Ensure that there is 

an ongoing training and support function in place for the module, once the 

initial training has taken place. 

10% 

5. Lead and co-ordinate enhancements to RAT and e-staff profile and manage 

the migration of data to the new RIS module. Ensure RAT and e-staff profile 

are appropriately maintained until such time as it is certain that there is no 

further need for them (following the full implementation of the RIS module). 

10% 

6. Work with the REF Manager to identify and generate reports from e-staff 

profile, RAT and RIS, as required, to analyse REF-related data and to support 

strategic decision making.   

5% 

7. Other relevant and related tasks as required. 
5% 

 

 

Knowledge, Skills, Qualifications & Experience 

 

 Essential Desirable 

Qualifications

/ Education 

Educated to degree level or equivalent, 

or significant relevant experience.  

A project management 

qualification 

Knowledge / 

Skills / 

Training 

Understanding of academic research, 

the outputs arising from it, and REF. 

Strong planning, organisational and 

prioritisation skills. 

Excellent interpersonal skills, and the 

ability to communicate effectively with 

a wide range of individuals at many 

levels and in many functions within the 

organisation. 

Strong written and oral communication 

skills including the ability to concisely 

interpret and summarise reports and 

analyse requirements. 

 

Understanding of the systems 

and support required to 

successfully deliver a REF 

submission. 

Experience Experience of interpreting user 

requirements and presenting them in a 

coherent and concise manner. 

Experience of supervising systems 

development and testing to ensure it 

meets user requirements. 

Experience of managing projects to 

tight deadlines. 

Experience of working within the 

Higher Education Sector. 

Previous involvement with REF 

or similar institutional research 

assessment activities in a large 

and complex research intensive 

institution. 

Experience of developing training 

programmes for end users of 

systems.  



Experience of developing a network of 

contacts within a complex organisation 

in order to facilitate communication. 

 

Other 

 

Ability to work both in a team 

environment, supporting colleagues 

and sharing knowledge and best 

practice, and working independently, 

demonstrating high levels of customer 

focus and flexibility. 

An understanding of the 

strategic nature of REF despite 

the operational purpose of the 

role. 

 

 


