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Job Description

Post title: Senior Programme Manager
Date last updated/evaluated: January 2025
Author: Prof Andy G Sellars
School / Department:			Optoelectromnic Research Centre
Faculty / Directorate:			Faculty of Engineering and Physical Science
Job Family:				Education, Research and Enterprise (ERE)
Grade:					Level 5
ERE Pathway (if applicable):		Knowledge Exchange and Enterprise
Post reporting to:			Prof Andy G Sellars
Post line report(s):			None 
Post base location:			Highfield Campus with the option for hybrid working

Job purpose: 	
Knowledge Exchange and Enterprise To lead the development of a Canada-UK semiconductor network, supporting early career researchers, and coordinate the activities of a consortium developing optical chips for AI. The role involves managing senior stakeholder relationships across academia, industry and policy, delivering collaborative events, overseeing day‑to‑day operations and communications, and promoting programme activity through coordinated engagement, marketing and outreach.
Leadership, Management and Engagement: The role involves leading engagement and project management activities, with appropriate guidance, support and supervision. Working within a fast-paced environment, proactively managing day-to-day operations, communications and marketing, and tracking actions to deliver outcomes and achieve impact.
All contributions build on ERE Level 4.



Key accountabilities and indicative time allocation:
1. 30%
Knowledge Exchange and Enterprise Contribution:
· Design, develop and deliver high-impact international conferences and workshops for knowledge exchange and enterprise. 
· Plan and develop innovative new knowledge exchange and enterprise proposals, as separate items or as part of the project, identifying potential income streams from sponsorship or funding sources, and contribute to income proposals as required.
· Organise public engagement, outreach and/or other impact-generating activities, building evidence of effective engagement.
· Manage specific projects, activities and/or facilities on a day-to-day basis. Manage resources, monitor progress, address risks, resolve issues and ensure stakeholder expectations are met.
· Develop links to relevant specialist, industry and/or professional bodies, including learned societies, co-develop activities and share learnings to promote and help embed best practice and innovation.
· Collaborate, engage and utilise networks to create and develop relationships of mutual benefit to the University and stakeholders within and beyond academia.
· Regularly produce and/or contribute to high-quality knowledge exchange and/or enterprise outputs, establishing visibility and credibility among relevant communities, within and beyond the University.
2. 55%
Leadership, Management and Engagement Contribution:
Building on the Leadership, Management and Engagement contributions inherent in other Level 5 activities:
· Lead international conference and workshop activities on behalf of a consortium of UK Universities, interfacing directly to senior leaders within and beyond the University.
· Manage processes and co-ordinate activities across multiple organisations to meet delivery schedules. Help determine priorities and allocate resources to meet planned objectives and requirements.
· Manage external activities including international placements and visits to overseas universities.
· Contribute to the wider work of the Faculty and University through effective participation in working groups and committees (e.g., Equality, Diversity and Inclusion committees and self-assessment teams, Health and Safety committees, Research Ethics committees etc.).
· Line manage or supervise staff, as appropriate.
· Ensure the effective management and use of assigned resources (e.g., budgets, equipment).
· Organise and/or participate in visit days, open days and public engagement activities.
3. 10%
Personal development 
The candidate’s personal development is a priority, and they will be able to use 10% of their time to pursue personal and career development opportunities in line with the C-PIC EDI policy.
4. 5%
Any other duties as allocated by the line manager following consultation with the post holder.



Internal and external relationships:
C-PIC Core Partners (University of Glasgow, STFC)
Representatives from Innovation Knowledge Centres: CHIMES, NEUROWARE and REWIRE
Government, civil servants and policy influencers, such as the Canadian High Commission
Funding bodies (including UKRI, Innovate UK, European Union, corporate and other sponsors)
Local, national and international public and private sector regulatory bodies and public organisations
Members of such committees and boards as may be relevant to the role
Large, Medium and Small Companies in relevant sectors
Senior academics at Canadian and other UK Universities
Industry and Network organisations such as TechWorks, UK Semiconductor Centre and Canada’s Semiconductor Council

Special requirements:
As the role involves handling information up to OFFICIAL SENSITIVE (see https://www.gov.uk/government/publications/government-security-classifications), the candidate will need to pass the necessary clearance checks.



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
· Experience of organising high-profile events involving technology experts, policy makers, academics and industry specialists. 
· Project management skills to ensure activites are delivered on time and achieve desired outcomes.
· The required level of knowledge and understanding will normally have been gained through some or all of the following:
· Considerable work experience
· Vocational training
· [bookmark: _Hlk194070492]Formal qualification(s) equivalent to Level 8 of the Regulated Qualifications Framework e.g. PhD in relevant subject area or Level 8 award, certificate, diploma.
Desirable
· Experience of organising international events is desriable but not essential.
· Familiarity with technology disciplines, such as semiconductors and photonics, is desirable but not essential.
· Membership of a professional organisation, such as the Institute of Physics, the Institution of Engineering and Technology or the Chartered Management Institute, is desirable but not essential.


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

Planning, Organisation and Resource Management
Essential
· Develops plans and manages resources to deliver effective knowledge exchange and collaboration activities within University policies and procedures.
· Tracks and reports key performance indicators inline with Advisory Board requirements.

Problem Solving and Initiative
Essential
· Proactively assesses complex situations involving multiple stakeholders, identifying potential issues, and applies experience and knowledge to understand and/or resolve them.
· Displays an awareness of emerging political, economic, social and technological trends, and how they might affect knowledge exchange and enterprise activities within a University environment.

Job Hazard Assessment
For any hazards identified below a health clearance will be undertaken by our occupational health provider and form part of recruitment checks. Further ongoing clearance may be required for some roles, including for existing members of staff.
Does the risk assessment identify the need for ongoing health surveillance for this role? No
Physical Environment
Working outside							Not applicable
Exposure to noise levels >80dbA					Not applicable
Working with dust or fumes						Not applicable
Working with skin irritants/sensitisers					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
Direct patient care or patient contact / Contact with clinical
specimens or pathology work						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

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

Physical Abilities
Prolonged repetitive movements or actions				Not applicable
Moving or handling heavy loads					Not applicable
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