Template for Advertising Research Funded Posts
Instructions: This template should be used for advertising research funded posts and completed by the Principal Investigator.

	College
	

	School/Research Centre
	

	Post Title 
	Senior Research Coordinator

	Project Title
	

	Name of Principal Investigator 
	

	HR Administrator
	Please email advertisement to Laura McSweeney / Niamh Buckley in HR, email l.mcsweeney@ucc.ie; Niamh.buckley@ucc.ie   

	HR Competition No.
	To be completed by HR


Information on the Unit

Please insert a background or summary on the hiring unit

Position Summary

	PI can insert an opening paragraph or introductory text on the Department or Research Centre or on the research position.  The PI can include other duties and responsibilities which are specific to the post.


	IUA Salary Scale  Yes (  No (                                    Personal Rate  Yes (  No (     
                 
Salary: €xxxx - €xxxx       
Post Duration: xxxxx


The xxx is now seeking a dynamic candidate for the key position of xx (Senior Research Coordinator) to ensure the smooth and efficient day-to-day operations of the xxx, to manage and ensure full implementation of the xxx’s policies and procedures, and to engage effectively with our key stakeholders and funders. The Senior Research Coordinator is a key position within xxx to ensure the smooth and efficient day-to-day operations of the unit (recruitment and HR, labs, infrastructure and equipment), to manage and ensure full implementation of the xxx policies and procedures, and to engage effectively with key stakeholders and funders. The Senior Research Coordinator will work closely with the xxx executive and management teams to contribute operational expertise in the development and implementation of organisational strategies, policies, practices, projects, delivery of KPIs, reporting and the development of funding proposals. As a member of the Management Team, the Senior Research Coordinator  will be expected to contribute to the development and implementation of xxxx strategy and to contribute to business development. The Senior Research Coordinator will also play a key role in the implementation of xxx’s reporting schedule in line with its research programme, ensuring that the scope and timelines of all research projects are on schedule, and that xxx complies fully with mandatory reporting requirements.

He/She will also manage the xxx, including strategic allocation of human resources, and management of the xxx System for the platform, including oversight and preparation of xxx applications. 

The Senior Research Coordinator may be asked to support other aspects of the xxxs work when relevant and the appointee will be expected to have a flexible approach in this regard. The ideal candidate will be proactive, enthusiastic, very organised and capable of managing a heavy and diverse workload. She/He will be able to work under pressure and be able to effectively manage many competing demands simultaneously.

Responsibilities: 

The Senior Research Coordinator will work closely with the xxx and wider management team to ensure all operational, administrative, and compliance functions within xxx are being properly executed in accordance to best practices. This will include the following duties:

· Take responsibility for the ongoing development and implementation of xxx operational management systems, policies, procedures and best practices;

· Identify and implement efficiencies and improvements within xxx’s operational processes and procedures;

· Oversee the daily operational management of the HR aspects of the XXX, including staff recruitment, onboarding and induction, and other aspects of administration and ensuring all such activities are in compliance with UCC policy in this regard.

· Help to coordinate recruitment processes, including cost analysis of posts to be advertised and liaison with UCC HR, as well as relevant School/College Offices;

· Maintain and develop the Quality Management System for the XXX, including oversight and preparation of xxx applications

· Work with the XXX lab manager to manage xxx and to continuously improve the suite of SOPs relating to lab procedures as well as health and safety, ensuring full compliance across the XXX; 

· Lead and coordinate the preparation and submission of annual and other reports to SFI, and other funders as appropriate, ensuring timely and accurate receipt of required information from XXX researchers across all partner institutions;

· Assist with the tracking of XXX metrics / KPIs and the development and deployment of an impact assessment framework to track the XXX’s impact across various domains;

· Manage the preparation of the XXX’s reporting materials for internal and external accountability processes, specifically the management of the XXX’s internal biannual reporting and input of data to SFI's bespoke grants management system (SESAME);

· Facilitate the development of XXX funding proposals and the growth of national and international research partnerships. Work with the XXX Funding Manager to support the development and tracking of research grant proposals by all Institute staff; 

· Work in partnership with other groups in UCC and xxx, and other key partners, to realise opportunities for the unit;

· Assist in the preparation and dissemination of project information and promotional material for stakeholders, including newsletters and annual reports etc;

· Work with the XXX’s Business Development team to develop relationships with industry and assist in the management of existing industry partnerships;

· Deputise for the XXX xxx as required.

Additional duties and responsibilities will be reviewed by HR. Should you wish to include additional duties and responsibilities relevant to the role please include below:
Criteria
Essential criteria
•
a phd or postgraduate qualification in a relevant field or discipline.
•
at least 10 years management experience in a research-active entity, to include human resources management and experience of managing a team in a research environment.
•
excellent programme management skills and a demonstrated track record of managing multiple projects with evidence of good management practice.
•
excellent communication and interpersonal skills in order to communicate effectively with staff, students and stakeholders. 
•
ability to develop good working relationships.
•
experience of working in a multidisciplinary research team environment and working with people from a wide range of cultures.
•
capacity to manage and prioritise a high workload, with a track record of delivering results under pressure and on time.
•
excellent it skills including ms office, spreadsheet packages, and smartsimple platforms such as sesame.
•
demonstrated experience in team-building and problem solving
Desirable criteria
•
qualification in lean management or similar.
•
track record in raising/managing research grant income from national and european funding bodies.
•
experience of budget management and managing industry collaborations in a research environment.
•
a broad understanding of the xxx and related fields including an appreciation for the needs, priorities and associated challenges for industries within this sector.
•
a good understanding of the research funding environment in ireland, europe and further afield.
•
familiarity with the process of translating scientific research into application via commercialisation, policy formation, public engagement etc.;
•
knowledge of ip protection, academic publication and other established methods of disseminating and commercialising research outputs;
•
experience in the generation of newsletters, annual reports and outreach materials
Additional criteria will be reviewed by HR. Should you wish to include additional criteria relevant to the role please include below:
For an information package including full details of the post, selection criteria and application process see https://ore.ucc.ie/.   

Informal enquiries can be made in confidence to <NAME>, <TITLE>, <DEPARTMENT/CENTRE>, Tel: + 353 (0) 21 XXXXXXXXX; Email: XXXXX@ucc.ie   

	Applications must be submitted online via the University College Cork vacancy portal (https://ore.ucc.ie/). Queries relating to the online application process should be referred to recruitment@ucc.ie, quoting the job-title. 

	

	Candidates should apply, in confidence, before 12 noon (Irish Local Time) on Thursday, <DATE>.


