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Job Description

Post title: Research Ethics & Publication Support Manager 
Author: Susan Patrick/Helen Buxton 
School / Department:			School of Healthcare Enterprise & Innovation 
Faculty / Directorate:			Faculty of Medicine
Job Family:				Management, Specialist and Administrative (MSA)
Grade:					Level 4
ERE Pathway (if applicable):		Not applicable
Post reporting to:			Susan Patrick
Post line report(s):			N/A
Post base location:			Other : Hybrid, University of Southampton Science Park 

Job purpose: 	
To act as the Research Ethics & Publication Support Manager to work with the Research Ethics & Governance Support Senior Manager to manage the operation of a bespoke ethics review process and publication resource for non-NHS organisations, within the Research Support Service (RSS) Specialist Centre for Public Health (SCPH). The role will be based within the Public Health Enabling Research Service (PHERcS) which advises and assists on all matters relating to research integrity, research ethics and governance, and regulatory compliance to public health practitioners with research funding through producing guidance/toolkits for governance, ethics, hosting and delivering PH research outside NHS. This includes establishing a bespoke ethics committee; research officers to support delivery of PH research; support for community/stakeholder involvement/engagement with research in community, including underserved populations. 

The role holder will work with the Research Ethics & Governance Support Senior Manager to manage the operation of the Public Health Research Ethics Committee (PHREC) and to manage a publication resource hosted on the University of Southampton website. This role will work within the PHERcS team to help support researchers in non-NHS settings to be research active.

Key accountabilities and indicative time allocation:
1. 40%
To establish a publication repository for non-NHS organisations within the south-central region of England, on the University of Southampton website, working with the university digital team, Ethics Lead and the Research Ethics & Governance Support Senior Manager 
•	Manage the development of the repository in line with requirements from the Ethics Lead, SCPH senior management team, and any website constraints.
•	Undertake training from the digital team on how to upload and amend content.
•	Develop processes for the receipt of outputs from organisations through to uploading and managing website content.
•	Liaise with the university digital team to make any amendments/updates to the repository.
•	Liaise with wider group of stakeholders including local authorities and other partner organisations to promote the publication repository and associated support.
2. 35%
Work with the Research Ethics & Governance Support Senior Manager to manage the operation of the Public Health Research Ethics Committee and the provision of advice and support on the submission/review process and referral for RSS support:  

•	Use expert knowledge to resolve queries in a timely and professional manner.
•	Provide support for the operation of monthly meetings both online and in-person to include the provision of papers, venue/catering bookings and monitoring the progress of actions.
•	Manage membership of the PHREC and access to the ethics SharePoint site. 
•	Ensure documentation relating to the PHREC is stored appropriately with the necessary permissions, for PHREC member access and auditing. 
•	Ensure Standard Operating Procedures for the PHREC are reviewed regularly and are up to date.
•	Manage the PHREC Steering Group membership and meetings (approx. 2-3 per year).
•	Assist with providing information for reporting to the NIHR and University Research Ethics Committee. 
•	Liaise with wider group of stakeholders including local authorities and other partner organisations to promote the ethics review process and associated support.
•	Manage the implementation of a future research management system (potentially EDGE) to manage ethics applications and support requests.
3. 20%
Provide advice and support to stakeholders in relation to a range of PHERcS areas of activity including:
•	Signposting to available PHERcS guidance.
•	Stakeholder engagement to promote the areas of support offered including referral to the RSS (via email on online meetings).
•	Contribute to and develop guidance on PHERcS activity, including the publication repository. 
•	Working with the PHERcS team to develop training and interactive support for stakeholders.
•	Attendance at local conferences and/or stakeholder meetings to promote the support offered by PHERcS. 
4. 5%
Any other duties as allocated by the line manager following consultation with the post holder.

Internal and external relationships:
Faculty of Medicine staff
School of Healthcare Enterprise & Innovation staff
School of Primary Care, Population Science & Medical Education staff
Public Health Research Ethics Committee (PHREC) Chairs and members
Public Health Research Ethics Committee (PHREC) Steering Group members
Research Support Service (RSS) Hub delivered by the University of Southampton and Partners
RSS Specialist Centre for Public Health delivered by the University of Newcastle and Partners
Research & Innovation Services Team
Public Health research stakeholders (including but not limited to, local authorities, civil services, social services, emergency services, third sector organisations, etc.). Researchers, Academics and Students 
Faculty Research Ethics Committees (FRECs) Chairs and members 
Professional Services: Communications & Marketing, Legal Services, Information Governance, iSolutions, Library
Research Funders (UK – NIHR, UKRI etc.)
Special requirements:

Travel to attend meetings (primarily local, occasionally UK wide).



Person Specification – Skills and Competencies
[bookmark: _Hlk187230474]All essential and desirable criteria outlined in this Person Specification will be assessed through a combination of recruitment application and CV, and where applicable numerical or written assessment.
Knowledge, Experience and Qualifications
Essential	
· Skill level equivalent to experience, a professional qualification, or degree in an area that relates to research management or publication.
· Knowledge and understanding of the UK Policy Framework for Health and Social Care Research.
· Knowledge of public health research.  
· Demonstrable understanding and experience of research publication processes.  
· Experience of uploading content to websites and working with digital developers.
· Experience of providing support to committees/governance bodies and managing meetings. 

Desirable
· Experience working in a research-intensive University.
· Understanding and awareness of the wider regulatory environment, such as research integrity and data management.
· Experience of developing training content and materials. 


Teamwork and Communication
Essential
· Delegates and/or collaborates effectively, understanding the strengths and weaknesses of colleagues.
· Works proactively with colleagues and other stakeholders, within and beyond the University, to achieve outcomes.
· Communicates effectively to develop understanding and achieve cooperation.
· Provides clear specialist advice, guidance and recommendations on complex issues.


Planning, Organisation and Resource Management
Essential
· Plans and progresses a range of work activities within broad professional guidelines and established University policies and procedures.
· Formulates development plans to meet current skill requirements.
Desirable
· Experience in managing a programme of monitoring and compliance activities.

Problem Solving and Initiative
Essential
· Develops detailed understanding of long-standing and/or complex problems and applies professional knowledge and experience to resolve them.
· Demonstrates an awareness of principles and trends in a professional or specialist field and awareness of how this affects activities in the University.


Job Hazard Assessment
A full health clearance is required for this role where any hazards marked “^”, using the agreed Occupational Health referral template available from here. Where a full health clearance is required, this will apply to all role holders, including existing members of staff.
Physical Environment
[bookmark: _Hlk181968470]Working outside ^							Not applicable
Exposure to noise levels >80dbA ^					Not applicable
Working with dust or fumes ^						Not applicable
Working with skin irritants ^						Not applicable
Working with chemicals (industrial or cleaning) ^			Not applicable
Working in a confined space ^					Not applicable
Working at height ^							Not applicable
Working with sewage ^						Not applicable
Contact with cytotoxins ^						Not applicable
Exposure Prone Procedure (EPP) work ^				Not applicable
Contact with clinical specimens or pathology work ^		Not applicable
Direct patient care or patient contact					Not applicable
Exposure to temperature extremes					Not applicable
Frequent hand washing						Not applicable
Ionising radiation							Not applicable

Psychological and Social Environment
Working shifts ^							Not applicable
Working nights ^							Not applicable
Lone working								Not applicable
Working with children							Not applicable
Exposure to persons with challenging behaviour			Not applicable
Working with larger groups						Not applicable

Equipment, Tools and Machines
Working with vibrating machinery or tools ^				Not applicable
Driving duties e.g. LGV, PCVs, forklift trucks ^			Not applicable
Food handling								Not applicable
Contact with latex							Not applicable

Physical Abilities
Prolonged physical movements or actions e.g. walking ^		Not applicable
Prolonged Standing or Sitting	 ^					Not applicable
Moving or handling heavy loads ^					Not applicable
Repetitive pulling or pushing ^					Not applicable
Repetitive climbing (steps, stools, ladders, stairs) ^			Not applicable
Repetitive crouching, kneeling or stooping				Not applicable
Repetitive lifting							Not applicable
Fine motor grips (e.g. pipetting)					Not applicable
Repetitive reaching below shoulder height				Not applicable
Repetitive reaching at shoulder height				Not applicable
Repetitive reaching above shoulder height				Not applicable
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