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	THE UNIVERSITY OF NOTTINGHAM

Recruitment Role Profile Form


Job Title: 


Discipline Bridging Officer




School/Department: 

School of Mathematical Sciences



Salary: 
£28,695 - £37,394 per annum, depending on qualifications and experience (salary can progress to £40,847 subject to performance)
Job Family and Level: 

APM Level 4





Contract Status: 
This post is available from 1 September 2015 and will be offered on a fixed-term contract for a period of two years.



Hours of Work:
 

37.5 hours per week, Monday to Friday


Location: 


Mathematical Sciences Building
Reporting to: 


Research and Business Development Manager
Purpose of the New Role:
The purpose of the role is to coordinate the EPSRC-funded project “Bridging the Gaps: Systems-level approaches to antimicrobial resistance”. This includes organisation of planned project activities, liaison with project partners, coordination of internal funding calls, referee processes and distribution of awards, maintenance and development of partnerships with industry and other end-users, and project management to support the Principal Investigator.

	
	Main Responsibilities 


	% time per year

	1.
	Support the Principal Investigator by managing the project
· Overall responsibility for effective day-to-day running of the project

· Responsibility for managing budget allocations between multiple Schools and departments and ensuring appropriate use of funding

· Design and implement appropriate mechanisms to manage calls, partnerships and project activities
	40%

	2.
	Organise workshops, study groups and other activities funded by the grant
· To include arranging venue, catering, arranging materials, liaising with participants and speakers, etc.
	20%

	3.
	Coordinate calls for internal research awards

· Design and produce call documentation

· Manage budgets and allocate funds as required to Schools and departments 

· Liaise as necessary with RGS, BEIS, finance and other University departments to establish clear mechanisms to make awards
	10%


	4.
	Promote the project both within and outside the University

· Arrange the design and production of a promotion campaign

· Responsibility for managing £10,000 budget for brand design

· Organise promotional materials

· Carry out surveys and questionnaires for feedback on events
	10%

	5.
	Ensure effective communication between involved parties within the University
· Ensure efficient communication between members of the Strategy Group, to include arranging meetings, taking minutes, etc.

· Act as the central point of contact, both internally and externally for queries relating to the project
	10%

	6.
	Maintain and develop partnerships with end-users and industry
· Ensure effective communication with partners

· Work with partners to develop collaborations and encourage input into further activities in the University

· Approach potential new partners with a view to collaboration
	10%


Knowledge, Skills, Qualifications & Experience

	
	Essential
	Desirable

	Qualifications/ Education


	Educated to degree (2:1 or higher) level or equivalent.
And/Or

Track record of relevant professional experience, e.g. in project management.
	Higher degree, qualification in mathematics or similar quantitative subject.

	Skills/Training


	Excellent organisational skills.
Excellent communication and interpersonal skills.

Negotiation skills, particularly in a business environment.

Excellent IT skills to include MS Office.

Ability to maintain confidentiality.
	Programming skills, experience in LaTeX.


	Experience


	Project management experience and/or similar proven track record of managing own work.
Problem solving skills, conflict resolution.

Experience of making decisions independently.
	Marketing experience.
Research and business development experience, particularly in a higher education setting.

Awareness of the challenges faced in a higher education environment, and an understanding of the key working relationships across a University.


Decision Making

i)
taken independently by the role holder
	· Effectively manage own time and the work of the Principal Investigator on the project.

· Make decisions on the most efficient way to organise project activities, run calls for funding and keep records of decisions/feedback/activity logs.
· Respond to enquiries regarding policy and procedures affecting the project.

· Prioritise workload and tasks to be discussed by the Strategy Group.

· Design and coordinate promotional activity and materials.

· Make decisions regarding spend of promotion budget.



ii)
taken in collaboration with others
	· Work with the Strategy Group to appropriately allocate funding resources to calls and activities.

· Support the Strategy Group in planning project activities.

· Report to the EPSRC as required with details of activities undertaken and their results.



iii)
referred to the appropriate line manager (please name) by the role holder
	· Problems of a financial or administrative nature to be referred to the Research and Business Development Manager
· Issues with partners to be referred to the Research and Business Development Manager

· Problems of a personal nature to be referred to the School Manager



Additional Information

	The role holder will be based with the School of Mathematical Sciences, but will be expected to liaise regular with staff in RGS and BEIS, based in other local campuses of the University. Partners of the project are also based in different campuses and the role-holder will be expected to visit these groups when required for events and meetings.
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