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Job Description

Post title: Research and Enterprise Manager
Date last updated/evaluated: 5 February 2024
Author: JCS 
[bookmark: _Hlk181889273]Standard Occupation Code:		Not applicable
School / Department:			Faculty of Social Sciences
Faculty / Directorate:			Faculty Operating Service
Job Family:				Management, Specialist and Administrative (MSA)
Grade:					Level 4
ERE Pathway (if applicable):		Not applicable
Post reporting to:			Associate Director of Faculty Operations
Post line report(s):			Posts at 3 and 2B
Post base location:			Office Based

Job purpose: 
The Research and Enterprise Manager will provide leadership for the management of research and enterprise administration across the Faculty, working closely with Associate Deans to support the delivery of the Faculty’s Research and Enterprise Strategies, while also delivering specialist professional advice to inform management decision making and ensuring effective coordination of central research and enterprise functions, including REF preparation and the administration and development of impact case studies.
Key accountabilities and indicative time allocation:
	1.
	Research and Enterprise Administration Management
	30%

	· Manage and monitor processes related to research and enterprise compliance in the Faculty, including oversight for ongoing activities related to REF and KEF, working with the appropriate Associate Dean and other senior colleagues in the Faculty and relevant professional services (in particular, Research and Innovation Services)
· Provide the lead administrative focus in the preparation for and coordination of the Faculty’s activities for research and enterprise, (including, but not limited to, public and policy engagement and evaluation, impact curation and development, knowledge exchange, outreach activities).  Continually review procedures and processes to ensure they are fit for purpose and maximise efficiency, delivering innovative solutions where appropriate.
· Provide support for KTPs within the Faculty (where relevant), delivering value added and specialised administration to support the KTP portfolio, working with colleagues across professional services 

	2
	Impact Administration Management
	25%

	· Work with colleagues to advise PIs, Faculty and UoA Leads, on the expectations for research impact, including on the collection of evidence of impact, advising PIs on applications for research and articulation in Impact Case studies for specialist and non-academic audiences. 
· Analyse researchers’ engagement with research impact, and identify any disincentives, potential incentives and mechanisms to enhance such engagement.
· Working with Senior Research Manager, manage preparations for the next REF exercise involving impact, including shortlisting potential Impact Case Studies, editing Impact Case Studies, allocating funding, guiding evidence collection and overseeing exercises to check eligibility. 
· Maintain tracking systems and produce reports on research impact activity for relevant UoAs, and for institution-wide reporting as appropriate, working closely with RIS.
· Ensure the smooth and timely development and submission of Impact Case Studies for REF across the Faculty, including through the further development of systems and processes to increase efficiencies, reduce the burden on academics and maximise the quality of the Faculty submissions
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	Data Management
	15%

	· Ensure the establishment of a comprehensive management information resource, maintaining a repository for key research and management data, including recording impact and esteem measures for national evaluation exercises
· Manage the dissemination and documentation of research impact ensuring that audit trails are maintained, accessible, and requirements for future use are considered
· Liaise with other Professional Service (PS) within the University to ensure that research and enterprise data are accurate and correctly deposited in institutional databases, including best practice in research data management, recording impact and esteem measures for national evaluation exercises.
· Oversee and manage office service standards, including the safe custody and maintenance of all relevant electronic and paper datasets, files and records.

	4.
	Communications & Reporting
	15%

	· Apply robust analytical skills and knowledge of the University and wider sector’s structure and governance to carry out background research and complex analysis, producing reports, management information, recommendations, briefing papers, presentations and documentation to inform decision making by senior management.
· Scope, develop and maintain a repository for key management data, leading on to the development of a comprehensive management information resource.
· Oversee office service standards, including the safe custody and maintenance of all relevant electronic and paper datasets, files and records.
· Apply and use the full range of existing University management information and administrative processes to provide specialist advice and guidance to senior management in line with the Faculty and University strategy.

	5.
	Leadership and Project Management
	10%

	· Manage staff as required, including setting objectives and targets, ensuring standards and quality of outputs, carrying out appraisals, supporting professional development
· Lead on strategic research and enterprise administration focussed projects, including background analysis and research, assessment of issues and risk mitigation, proposing solutions, presenting findings and recommendations to facilitate informed decision-making.
· Oversee development and management of initiatives relating to early research and enterprise in the Faculty working with the Associate Dean 
· Manage associated (including operational) projects and/or undertake any other tasks. 
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	Other
	5%

	· Support the Faculty Health & Safety, and Diversity agendas by promoting key messages and adherence to University/Faculty policy. 
· Support and promote the University’s ‘Southampton Behaviours’ and student experience initiatives and work with colleagues to embed them as a way of working within the Faculty.
· Any other duties as allocated by the line manager following consultation with the post holder
· Travel to events may be required

	

	Internal and External Relationships

	· Associate Dean/s Research and Enterprise, all staff associated with the research and enterprise activity and initiatives across the Faculty
· Faculty Office and School administration staff to share best practice and collaborate on the development and implementation of processes and systems
· Heads of School, School Management Teams, Faculty Board and other senior staff to ensure efficient discharge of all duties and good governance, including preparation of briefing materials
· Professional Service staff, in particular colleagues in RIS, to facilitate the tasks and functions specified for the position, and with the general purpose of ensuring quality and effectiveness of the Faculty.
· Liaise with external authorities, stakeholders and others to administer and deliver the responsibilities and reporting requirements and to communicate processes, procedures and outcomes as required.



	Person Specification – Skills and Competencies

	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, Qualifications 
Essential:
· First degree or equivalent relevant work experience at a high level in a complex environment.
· Substantial relevant experience in similar work at a high level in a complex environment, particularly in project management.
· Line management experience including dealing with performance management issues
· Excellent IT skills, including standard Microsoft Office packages and confidence working with new technologies

Desirable
· PRINCE2 qualification or equivalent relevant project management experience.
· Knowledge of HE structures, University processes and regulations

	

	Planning & Organising
· Experience of independently organising activities, planning work, setting objectives and implementing regular reviews to evaluate progress.
· Experience in efficiently planning, supporting and executing projects in line with strategic and management plans
· Able to efficiently and systematically organise and store office data and use management information and records appropriately
· Ability to multi-task and prioritise a conflicting workload.

	

	Problem Solving & Initiative
· Ability to provide constructive advice, analyse and interpret complex and/or specialist issues and translate these into efficient management measures and actions with respect to the relevant tasks.
· Ability to use own initiative and suggest innovative, practical and effective solutions, acting on behalf of the Dean and members of the Faculty Executive group.

	

	Management & Teamwork
· Proven experience managing staff, objective setting, motivating staff and providing quality feedback, and developing teams to reach their potential
· Able to proactively and collaboratively work with other individuals and teams, including external bodies and post holders to achieve outcomes.
· Excellent time management, working with conflicting deadlines to manage priorities and workload across a team, ability to work independently on specialised projects.
· Evidence of ability to supervise and oversee requests to ensure completion of deliverables in a timely way.

	

	Communicating & Influencing
· Ability to always communicate effectively and appropriately to influence successful delivery of planned objectives. 
· Able to clearly and effectively communicate requirements, processes, recommendations and findings verbally and in writing 
· Ability to show adequate preparation so that presentations are focussed, accurate and meet objectives
· Evidence of ability to manage secretariat for senior/high level meetings

	

	Other Skills & Behaviours
· Ability to interface with relevant professional service departments in the University, colleagues within the Faculty, external stakeholders, customers and beneficiaries. An essential requirement will be the ability to develop good relationships and networking skills.
· Evidence of excellent interpersonal and customer service skills.
· Ability to track devolved work and maintain schedules, secure outcomes and manage events and meetings.

	

	Special Requirements
· Able to work flexible hours as required by the work activities and timelines and as directed. Including the requirement to work out of hours on occasions
· Able to demonstrate excellent attention to detail, record keeping skills, interpersonal skills, anticipation and planning and customer service skills.
· Travel to other Faculty/University sites and flexible hours of work may be required for events, meetings etc.
· Excellent communication skills and the maintenance of confidentiality in information and data management is essential  

	



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								Occasionally <30% Time
Working with children							Not applicable
Exposure to persons with challenging behaviour				Not applicable
Working with larger groups						Occasionally <30% Time

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	 ^					Frequently 30-60% Time
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



[bookmark: _Hlk187231256]Behaviours
Our Inclusion and Respectful Behaviour Policy describes the expectations of everyone who is a part of our community.
Our Southampton Behaviours (below) outline the responsibilities we each have in working collaboratively to achieve our University strategy.
Personal Leadership

 - I take personal responsibility for my own actions and an active approach towards my development.
 - I reflect on my own behaviour, actively seek feedback and adapt my behaviour accordingly.
 - I demonstrate pride, passion and enthusiasm for our University community.
 - I demonstrate respect and build trust with an open and honest approach.

Working Together

 - I work collaboratively and build productive relationships across our University and beyond.
 - I actively listen to others and communicate clearly and appropriately with everyone.
 - I take an inclusive approach, value the differences that people bring and encourage others to contribute and flourish.
 - I proactively work through challenge and conflict, considering others’ views to achieve positive and productive outcomes.

Developing Others

 - I help to create an environment that engages and motivates others.
 - I take time to support and enable people to be the best they can be.
 - I recognise and value others’ achievements, give praise and celebrate their success.
 - I deliver balanced feedback to enable others to improve their contribution.

Delivering Quality

 - I identify opportunities and take action to make improvements.
 - I plan and prioritise efficiently and effectively, taking account of people, processes and resources.
 - I am accountable for tackling issues, making difficult decisions and seeing them through to their conclusion.
 - I encourage creativity and innovation in others, to deliver workable solutions.

Driving Sustainability

 - I consider the impact on people before taking decisions or actions that may affect them.
 - I embrace, enable and embed change effectively.
 - I regularly take account of external and internal factors, assessing the need for change, and gaining support to move forward.
 - I take time to understand our University strategy and communicate this to others.
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