[image: ]JOB DESCRIPTION


Job Title: Research Development, Impact and Knowledge Exchange Officer 

Grade: SG6

Department: Greenwich Business School

Responsible to: Faculty RKE Manager, Greenwich Business School 

Responsible for: N/A

Key Contacts: Associate Dean RKE, Faculty RKE Manager, Heads of School, Academic Staff, Researchers, GRI, External Partners and Stakeholders

Standard Occupational Classification (SoC code): <<Please Insert>>

[bookmark: _Hlk171677006]Non-Contractual Nature of Role Profile: This role profile is non-contractual and provided for guidance. It will be updated and amended from time to time in accordance with the changing needs of the University and the requirements of the job.

PURPOSE OF ROLE
Greenwich Business School has ambitious plans to enhance its research excellence, strengthen its research culture and expand its knowledge exchange activities in support of the University Strategy 2030.
The Research Development, Impact and Knowledge Exchange Officer will play a key role in supporting the Faculty's research and knowledge exchange ambitions. Working closely with the Faculty RKE Manager, Associate Dean (Research and Knowledge Exchange), academic colleagues and professional services teams, the post-holder will coordinate activities and projects that support research development, REF readiness, knowledge exchange initiatives, external engagement and the operation of Faculty research infrastructure, including the emerging Knowledge Exchange Hub and Research Lab.
The role requires a proactive and collaborative individual who can build effective relationships with a wide range of stakeholders, coordinate multiple activities simultaneously and contribute to the development of systems and processes that support research excellence and impact.

KEY ACCOUNTABILITIES

Team Specific:
• Support the operational delivery of Faculty research and knowledge exchange priorities.
• Coordinate activities relating to Research Excellence Framework (REF) preparations, including evidence gathering, reporting and record management.
• Support the development and operation of the Knowledge Exchange Hub.
• Coordinate activities associated with the Faculty Research Lab
• Support the collection and monitoring of information relating to research outputs, impact, knowledge exchange activity and wider research performance indicators.
• Contribute to the organisation and delivery of Faculty research, knowledge exchange and research culture events.
• Develop and maintain effective working relationships with academic colleagues, researchers and external partners.
• Support the development and implementation of administrative processes, systems and procedures that enhance research and knowledge exchange activity.
• Work collaboratively across the Faculty Research Support Team to ensure a high-quality service is provided to stakeholders.

Generic:

• Support the preparation of documentation and materials for research-related meetings, events and projects.
• Assist in the dissemination of funding, partnership and collaboration opportunities to academic staff.
• Support activities that promote external engagement, collaboration and knowledge exchange.
• Coordinate stakeholder communications relating to research and knowledge exchange initiatives.
• Support the monitoring and evaluation of research and knowledge exchange activities and projects.
• Liaise with colleagues across Greenwich Research and Innovation and other University departments to support the delivery of Faculty objectives.
• Contribute to continuous improvement by identifying opportunities to enhance processes, systems and service delivery.
• Undertake project-based work as required to support Faculty strategic priorities.

Managing Self:
• Manage and prioritise a varied workload, meeting deadlines and maintaining high standards of accuracy.
• Develop and maintain effective working relationships with a wide range of stakeholders.
• Respond to enquiries and requests in a professional and timely manner.
• Maintain confidentiality and exercise discretion when handling sensitive information.
• Demonstrate initiative and sound judgement in resolving issues and progressing work.
• Take responsibility for maintaining own professional development and knowledge of the research and higher education environment.

Core Requirements:
· Adhere to the University’s policies on Equality, Diversity and Inclusion and Information Security.
· Ensure compliance with Health & Safety, Data Protection and Equality Legislation.
· Adhere to the university’s Sustainability policies, including the Carbon Management Plan, and carry out duties in a resource efficient way, reflecting the shared responsibility of minimising the university's negative environmental impacts wherever possible.
· Adhere to current legal requirements and best practice relating to digital content and accessibility, including Web Content Accessibility Guidelines when creating digital content. 



Additional Requirements:
Undertake any other duties as requested by the line manager or appropriate senior manager, commensurate with the grade.

This is a professional, demanding role within a complex organisation with an ambitious strategic plan and agenda for change. The role holder will be expected to show flexibility in working arrangements, including working hours, to ensure that [Name of service area] delivers the required level of service.

Freedom of speech and academic freedom:
In any matter falling under this job description, the university will have particular regard to, and place significant weight on, the importance of freedom of speech within the law, academic freedom and tolerance for controversial views in an educational context or environment. The University’s commitments to freedom of speech and academic freedom are set out in the Freedom of Speech Code of Practice. In the event of any conflict between this job description and the Freedom of Speech Code of Practice, the Freedom of Speech Code of Practice will take precedence.


KEY PERFORMANCE INDICATORS:
Effective support of Faculty REF preparation and readiness activities.
• Successful coordination of Knowledge Exchange Hub and Research Lab activities.
• Delivery of accurate and timely reporting and management information.
• Positive feedback from stakeholders regarding service quality and support.
• Successful delivery of research and knowledge exchange events and initiatives.
• Contribution to the continuous improvement of Faculty research support processes.
• Achievement of agreed individual and team objectives.

KEY RELATIONSHIPS (Internal & External):
Associate Dean (Research and Knowledge Exchange).
• Faculty RKE Manager.
• Heads of School.
• Academic Staff and Researchers.
• Faculty Professional Services Staff.
• Greenwich Research Institute (GRI).
• External partners, businesses, community organisations and collaborators.
• Other University departments and professional services teams.


































PERSON SPECIFICATION


EXPERIENCE: 

Essential Criteria
Significant experience of providing administrative, project or operational support within a complex organisation.
• Experience of coordinating activities involving multiple stakeholders and competing priorities.
• Experience of producing reports, monitoring information and maintaining accurate records.
• Experience of organising meetings, events or projects.
• Experience of developing and improving administrative systems and processes.

Desirable Criteria
Experience of working within the Higher Education sector.
• Experience of supporting research, knowledge exchange, innovation or external engagement activities.
• Experience of supporting research assessment or evaluation exercises.
• Experience of working with external partners and stakeholders.
• Experience of using reporting systems and data management tools.

SKILLS:

Essential Criteria
Excellent organisational and administrative skills.
• Strong interpersonal and communication skills, both written and verbal.
• Ability to build effective working relationships with a wide range of stakeholders.
• Excellent attention to detail and ability to maintain accuracy.
• Strong analytical and problem-solving skills.
• Ability to manage competing priorities and meet deadlines.
• Proficiency in Microsoft Office and other digital systems.
• Ability to work independently and as part of a team.
• Ability to communicate effectively with staff at all levels.

Desirable Criteria
Knowledge of the UK higher education research environment.
• Knowledge of REF, knowledge exchange and research impact activities.
• Experience of analysing and presenting data for management purposes.
• Knowledge of University systems such as Banner.

QUALIFICATIONS:

Essential Criteria
Degree or equivalent professional qualification, or substantial relevant experience.
• Good standard of general education including GCSE English and Mathematics (or equivalent).

Desirable Criteria
Postgraduatequalification.
• Professional qualification relevant to research management, project management or higher education administration.

PERSONAL ATTRIBUTES:

Essential Criteria
· We are looking for people who can help us deliver the values of the University of Greenwich: Inclusive, Collaborative and Impactful.

Desirable Criteria
Demonstrates initiative and a proactive approach to problem solving.
• Commitment to continuous professional development.
• Adaptable, resilient and able to work effectively in a changing environment.
• Enthusiastic about supporting research excellence, knowledge exchange and innovation.[image: ]
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