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Job Description


Post title: Programme Manager (Genetics of Inflammatory Bowel Disease Study)
Date last updated/evaluated: 12 October 2026
Author: Javier García-Frutos
School / Department:			Human Development and Health
Faculty / Directorate:			Medicine
Job Family:				Management, Specialist and Administrative (MSA)
Grade:					Level 4
ERE Pathway (if applicable):		Not applicable
Post reporting to:			Professor of Genomics
Post line report(s):			None
Post base location:			Other : Southampton General Hospital

[bookmark: _Hlk187072310]Job purpose: 	
A long-standing research study aiming to understand the genetic basis of specific autoimmune disease at the University of Southampton is seeking an organised, proactive, and detail-oriented Programme Manager. The successful candidate will oversee day-to-day administration and logistics, manage the clinical-research interface and financial operations of our translational genomics research programme.
This role bridges academic research, clinical coordination, and multicentre collaborations. You will be instrumental in maintaining study compliance, managing essential data quality, coordinating academic and participant facing impact and engagement.
About the programme: 
The Genetics of IBD study is a translational research programme focused on advancing precision medicine for patients and families diagnosed with a lifelong autoimmune condition called inflammatory bowel disease. By developing and applying advanced methodologies across bioinformatic, AI and clinical work, we leverage deep genomic sequencing, alongside "big data" clinical to discover causal diagnoses and biomarkers that predict disease progression. We have an active translational programme to move genomic medicine discoveries directly into personalised, highly targeted therapies for paediatric patients. We have a highly collaborative approach and work with teams across the UK, Europe and North America. 




Key accountabilities and indicative time allocation:
1. 20%
Study Programme Management
· Apply programme-management knowledge and experience to support the delivery of a complex international clinical research programme
· Strongly support the Principal Investigator (PI) and the programme leadership in day-to-day running of the research programme 
· Monitor progress against agreed work package objectives, milestones and deliverables across research partners
· Liaise with clinical research staff and recruitment teams and lead centrally in data management across systems
· Monitor and manage governance and training records for research staff
· Manage dissemination and communication activities across a range of stakeholders (academics, patients, public and funders)
· Ensure that key decisions, approvals, and changes to agreed plans are appropriately documented
· Identify and support funding and collaborative opportunities with the programme's goals.
2. 10%
Financial Management
· Transaction Processing: Organise quotes, raise Purchase Orders (POs) and work with central university professional services (finance, contracting, buy-team), to oversee payments for external services, clinical sequencing, and laboratory consumables.
· Budget oversight:  Work with central finance teams to monitor spend against budget and report to PI.

3. 20%
Data Management & Quality Control
· Database Oversight: Manage and query data within clinical research registries and spreadsheets (using relational databases).
· Data Quality Assurance: Perform routine data quality control (QC) checks, identify discrepancies or missing data, and run queries with collaborative sites to ensure data integrity.

4. 10%
Agreements & Collaborations (DTA/MTA)
· Contract Administration: Coordinate the paperwork and administrative workflows for contracting including Data Transfer Agreements (DTAs) and Material Transfer Agreements (MTAs).
· Liaison: Act as the primary point of contact between institutional legal/contracts teams, research governance, and external collaborators to expedite agreements.

5. 10%
Patient-Facing & Clinical Coordination  
· PPIE Leadership: Organise and facilitate Patient and Public Involvement and Engagement (PPIE) events, ensuring the patient voice actively shapes our research direction. 
· Sample & Trial Coordination: Oversee and monitor the logistical coordination of specialised sample collection for research participant samples (e.g. sample shipping to collaborators or service providers). 

6. 20%
Meeting Coordination & Administration
· Action Tracking: Organise, attend, and minute key internal and external meetings (day-to-day team catch-ups, multicentre collaboration meetings, and large research events). 
· Accountability: Collate and effectively communicate meeting actions and monitor delivery  
7. 10%
Professional Development & MDT Working
· Skill Acquisition: Access structured opportunities to build valuable technical skills (including basic bioinformatics, database design, and advanced clinical project management). 
· Multidisciplinary Teamwork (MDT): Collaborate closely within a diverse MDT consisting of clinicians, research nurses, laboratory scientists, bioinformaticians, and academic PIs. 
· Research Contribution: Actively contribute to and support the progression of cutting-edge paediatric and adult IBD genomic research. 
Reporting, Records & Continuous Improvement 
· Maintain programme documentation and records.
· Prepare routine reports and updates for the PI and collaborators.
· Support the development of efficient administrative processes.
· Assist with reporting to funders and stakeholders.
· Contribute to continuous improvement of programme administration.

Internal and external relationships:
Departmental management and University senior management
Other members of the department/University staff
External customers
Relevant suppliers and external contacts

Special requirements:
· The role may involve access to confidential project, financial, contractual or research information. 
· The post holder must handle confidential information in accordance with relevant institutional policies and contractual requirements. 




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
· Substantial and authoritative practical knowledge and experience in the required operational discipline, supported by general theoretical understanding.
· The required level of knowledge and understanding will normally have been gained through some or all of the following:
· Considerable work experience
· Vocational training
· Formal qualification(s) equivalent to Level 5 or 6 of the Regulated Qualifications Framework e.g. foundation degree or degree with honours, or Level 5 or 6 award, certificate, diploma, NVQ.
· Proven track record of project or programme management within a research, clinical trial, NHS, or industry setting.  
· A basic understanding of genetics, genomics, or biological science. 
· A basic understanding of the clinical research process, ethics, and governance. 
Desirable
· Experience working within an academic (Higher Education) or NHS Trust research environment. 
· Prior experience running a translational research programme.
· Familiarity with GCP (Good Clinical Practice) guidelines.  

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.
· Excellent written and verbal communication, with the ability to liaise confidently with patients, clinicians, academics, and legal officers. 
Desirable
· Prior experience of interacting with research and clinical teams to coordinate specific translational research activities  

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.
· Exceptional eye for detail with technical skills to correct errors 
· Strong IT literacy, including advanced use of spreadsheets (Excel, SQL databases). 
· Superb organizational and time-management skills with the ability to manage competing priorities. 
Desirable
· Prior experience managing data, running queries, and performing quality control in clinical databases (e.g., BC Insight, REDCap, or similar). 
· Prior experience coordinating PPI (Patient and Public Involvement) events or patient advocacy groups. 

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						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
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