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HUMANITIES DIVISION

Job description and selection criteria 
	Job title
	Humanities Research Support Manager

	Division
	Humanities

	Department 
	Humanities Division

	Location
	Humanities Division, Radcliffe Humanities, Oxford

	Grade and salary
	Grade 9: £46,336 - £53,691 p.a.

	Hours
	Full time 

 

	Contract type
	Fixed term (secondment)

	Reporting to

	Senior Assistant Registrar (Research), Humanities Division


Introduction
Welcome to the University of Oxford. We aim to lead the world in research and education for the benefit of society both in the UK and globally. Oxford’s researchers engage with academic, commercial and cultural partners across the world to stimulate high-quality research and enable innovation through a broad range of social, policy and economic impacts.

We believe our strengths lie both in empowering individuals and teams to address fundamental questions of global significance, while providing all our staff with a welcoming and inclusive workplace that enables everyone to develop and do their best work. Recognising that diversity is our strength, vital for innovation and creativity, we aspire to build a truly diverse community which values and respects every individual’s unique contribution.

While we have long traditions of scholarship, we are also forward-looking, creative and cutting-edge. Oxford is one of Europe's most entrepreneurial universities. Income from external research contracts in 2015/16 exceeded £537.4m and we rank first in the UK for university spin-outs, with more than 130 companies created to date. We are also recognised as leaders in support for social enterprise.

Join us and you will find a unique, democratic and international community, a great range of staff benefits and access to a vibrant array of cultural activities in the beautiful city of Oxford.  

For more information please visit www.ox.ac.uk/about/organisation  

Humanities Division
The Humanities Division is one of four academic divisions in the University of Oxford, bringing together the faculties of Classics; English; History; Linguistics, Philology and Phonetics; Medieval and Modern Languages; Music; Oriental Studies; Philosophy; and Theology and Religion, as well as the Ruskin School of Drawing and Fine Art. The division has responsibility for over 500 members of academic staff, for over 4,000 undergraduates (more than a third of the total undergraduate population of the University), and for about 1600 postgraduate students. 

The Division offers world-class teaching and research, backed by the superb resources of the University’s libraries and museums, including the famous Bodleian Library, with its 11 million volumes and priceless early book and manuscript collections, and the Ashmolean Museum of Art and Archaeology. Such historic resources are linked to cutting-edge agendas in research and teaching, with an increasing emphasis on interdisciplinary study. 

The Humanities Division has one of the largest concentrations of humanities academics in the world, enabling Oxford to undertake research and teaching in Arts and Humanities unparalleled in its range, from music and fine art to ancient and modern languages. In the 2014 Research Excellence Framework, no other institution in the UK submitted a larger number of 4* researchers, and it is consistently ranked in the top three in international rankings of universities worldwide.

For more information please visit: http://www.humanities.ox.ac.uk/
Job description

Overview of the role
The Research Support Manager will lead the Humanities Division research facilitation team, in particular to sustain its £13M per annum portfolio of research funding, to lead support for grant applicants, and to increase the use of research information systems across the Division’s faculties and units. Working for the Humanities Division at Oxford, you will contribute to planning, communicating, and implementing divisional strategy, and for delivering excellent operational service that will have a major effect on the research environment of Oxford Humanities.  You and your team will work with the faculties, groups of researchers and individuals as they explore external opportunities for research collaborations, and you will participate in, and help shape, University-wide projects and policy, for example on research funding, research information management, and multi-disciplinary collaboration.
The successful candidate will be a highly-motivated professional with a proven track-record of helping develop major research applications to key strategic funders, working with research clusters and networks to stimulate internal and external partnerships, and high-level organisational and project management skills. You will have extensive experience of providing effective research support and management in a complex higher education environment, working collegially across a range of different structures, and setting your own objectives and targets as well as for those you line-manage. You must combine understanding of the principles of research and academic culture with proven experience in marshalling human and financial resources to support individuals, teams and faculties operating at the highest academic level. You must be able to stimulate the trust, confidence and enthusiasm of the academic community, Oxford’s professional service staff, partner organisations and external bodies while dealing with highly complex issues.  

Your professional profile will include evidence of interaction with the Research Councils and other public and private research funders, and authoritative knowledge of their funding calls and operational policy; experience of research applications and policy within a European context would be advantageous. You will be educated at least to degree level; a doctoral degree in a humanities discipline will be a significant advantage. You must have worked closely with senior academic leaders to develop and coordinate strategic applications, a track-record of providing effective support for research activities, having engaged with professional bodies such as ARMA, and ideally experience of working with external partners. 

The post requires judgement and tact, and willingness to lead and support change across Humanities in Oxford. You will work closely with the Senior Assistant Registrar (Research), sharing responsibility for delivering the Division’s research, knowledge exchange and innovation strategies. Using your expertise, you will develop policy and systems to enable administrative and academic leads, and individual researchers to respond to changing external and internal expectations around research, knowledge exchange, and innovation. In leading the research facilitation team, you will set individual and collective objectives, monitor and report performance against the Division’s success indicators, ensuring at all times that the team operates effectively, is well-informed, and understands its professional support function. You will liaise alongside your facilitator team with Humanities faculties through their academic and administrative leads, familiarising them with funders’ requirements, helping to coordinate responses to internal and external consultation, and briefing the Division’s academic leadership on future directions. You will serve as the Humanities Division officer representative on University-level boards and working groups, but you will also develop wider personal networks and informal collaborations in support of your role and to encourage best-practice within your team. You will work closely with the central University Research Services team, research facilitators and managers in other divisions at Oxford, and other operational teams within the Humanities Division. 
You will report to the Humanities Division Senior Assistant Registrar (Research), Dr Andrew Fairweather-Tall, who leads the divisional research support team and reports to the Division’s Head of Administration and the Associate Head (Research). The team includes three research facilitators (line managed by the postholder), a part-time Research Support Officer (managed by a facilitator), a Facilitator supporting the Division’s Knowledge Exchange and Public Engagement with Research strategy, and the Business Manager and team of TORCH | The Oxford Research Centre in the Humanities. 

Before submitting an application you may wish to discuss the post further by contacting Dr Andrew Fairweather-Tall on 01865 270567 or andrew.fairweather-tall@humanities.ox.ac.uk. 

Key duties and responsibilities
1. Service Delivery (40%)

· To manage the efficient workflow and application support of the facilitation team, ensuring its work complies with University procedures and Financial Regulations, and is reported accurately.
· To collaborate with the divisional Finance, Education, Planning and Development teams and faculties and Research Services, on research-related administration, such as the effective set-up and ongoing management of large research awards.
· To ensure applications from faculties and TORCH submitted by the Division to Research Services meet funders’ terms and conditions, including 
· acting as final Je-S approver for divisional applications, 
· delegated sign-off of non-electronic applications under £20,000, 
· organising or developing internal application feedback and support processes as appropriate for each faculty.
2. Line-Management (15%)

· Leadership of the Research Facilitation team (3.6FTE), including responsibility for:

· Recruitment, induction, and line-management;
· Setting objectives and monitoring performance to ensure an effective level of service delivery is maintained across the team’s activities;
· Ongoing review and improvement of systems and facilitation practices within the team.

· Supporting the Senior Assistant Registrar (Research) in managing goal-setting, planning, and resource allocation for the research support team, and its on-going professional development, training guidance and support.

3. Strategic planning (15%)

· Working with Senior Assistant Registrar (Research), and other senior administrative officers to deliver the Division’s strategic plan, especially in relation to research, knowledge exchange and innovation. 
· Assisting faculty Research Directors and Heads of Administration and Finance in developing their plans in relation to their, and the Division’s, research strategies, and ensuring they have the requisite data and management information and appropriate briefing and advice.
· Using specialist expertise to help the faculties and the Division’s academic and professional staff to identify specific sectors, potential funding streams and particular programmes, and to manage strategically important bid preparation.
· To develop the Division’s expertise in, implementation and use of, University and funder research information systems.
4. Policy development and implementation (15%)
· To provide expert advice to the Humanities Research Committee and Associate Head (research) on research funder policy, divisional-level application and award data, facilitator operational practice, and research systems developments.
· To provide or collate advice and recommend action to the Division, faculties and other divisional units on specific questions relating to research funding policy and to ensure that University and divisional recommended policies are communicated widely and monitored as appropriate.
· To facilitate inter- or multi- disciplinary groups in developing collaborative activities including those beyond the Humanities Division and with other universities, especially serving as an ‘honest broker’ when required to optimise links.
· To contribute actively to operational and collaborative links with TORCH | The Oxford Research Centre in the Humanities, Research Services, and the Oxford Research Facilitators Network.
5. Communication, liaison and networking (10%)

· To liaise with colleagues in other parts of the collegiate university to ensure the Division’s strategy relating to research funding and support are appropriately communicated and it is represented in appropriate fora.

· To represent the division at University level on committees, boards, working groups and other fora as directed and agreed with the Senior Assistant Registrar (Research) and Divisional Head of Administration.

· To develop and maintain a professional network through ARMA, other professional bodies, informal national groups, and, in conjunction with Research Services, research funders.
6. General (5%)
· To maintain and identify personal continuing professional development needs.
· To undertake such other comparable work as may be reasonably required.
4.
MAIN SKILLS AND EXPERIENCE REQUIRED (‘SELECTION CRITERIA’)

Essential

· Experience of contributing to the development of academic strategy relating to research, knowledge exchange and innovation, and implementing operational objectives in a complex organisation. [Evidence: Supporting statement and interview]
· Ability to manage oneself and others in a busy work environment, setting and monitoring objectives, and motivating a high-performing team. [Evidence: Supporting statement and interview]
· Initiative to prioritise complex and competing demands, as well as adaptability and resilience in the face of new and complex challenges. [Evidence: Supporting statement and interview]
· Strong interpersonal skills that relate to working collaboratively with a wide variety of colleagues, team leadership, and gaining the trust of academic colleagues and professional staff. [Evidence: Supporting statement and interview]. 

· Strong influencing and negotiating skills to engage in a collegial way across a range of different organisational structures. [Evidence: Supporting statement and interview].
· Evidence of understanding of humanities disciplines and the issues and challenges faced. [Evidence: Supporting statement and interview].
· Ability to communicate cogently both on paper and orally, including producing for a wide range of audiences clearly argued, concise, reports and briefings. [Evidence: Supporting statement and interview]

· Track record of major collaborative application/bid development. [Evidence: Supporting statement and interview].
· Understanding how to create and manage complex budgets. [Evidence: Supporting statement and test].
· A good honours degree or equivalent. [Evidence: CV only] 
· Substantial professional-level experience of research administration and/or research programme management within higher education, another public sector or charitable body, industry, or similar organisations [Evidence: CV only]
· Highly developed IT skills and the ability to use a broad range of computerised systems and data sources to support improved communications, information and data dissemination, and proposal tracking [Evidence: CV only]

Desirable

· A doctorate in a humanities discipline, or equivalent level research experience. [Evidence: CV]
· Recent experience of servicing committees or groups in higher education at a senior level. [Evidence: CV]
· Membership of ARMA and/or other professional bodies [Evidence: CV]
· Experience of working with external partners to develop innovative projects. [Evidence: CV]
The University’s policy on retirement
The University operates an Employer Justified Retirement Age (EJRA) for all academic posts and some academic-related posts. From 1 October 2017, the University has adopted an EJRA of 30 September before the 69th birthday for all academic and academic-related staff in posts at grade 8 and above. The justification for this is explained at: www.admin.ox.ac.uk/personnel/end/retirement/acrelretire8+/. 

For existing employees, any employment beyond the retirement age is subject to approval through the procedures: www.admin.ox.ac.uk/personnel/end/retirement/acrelretire8+/. 

From 1 October 2017, there is no normal or fixed age at which staff in posts at grades 1–7 have to retire. Staff at these grades may elect to retire in accordance with the rules of the applicable pension scheme, as may be amended from time to time. 

Equality of Opportunity

Entry into employment with the University and progression within employment will be determined only by personal merit and the application of criteria which are related to the duties of each particular post and the relevant salary structure. In all cases, ability to perform the job will be the primary consideration. No applicant or member of staff shall be discriminated against because of age, disability, gender reassignment, marriage or civil partnership, pregnancy or maternity, race, religion or belief, sex, or sexual orientation.

Pre-employment screening

Please note that the appointment of the successful candidate will be subject to standard pre-employment screening, as applicable to the post. This will include right-to-work, proof of identity and references. All applicants must read the candidate notes on the University’s pre-employment screening procedures, found at:  

www.ox.ac.uk/about/jobs/preemploymentscreening/. 

Working at the University of Oxford
For further information about working at Oxford, please see: 
www.ox.ac.uk/about_the_university/jobs/professionalandmanagement/
How to apply

To express an interest in this role, please send a CV and covering letter to personnel@humanities.ox.ac.uk by noon on Thursday 1 February 2018.
 

Expressions of interest should include a consideration of how this secondment will impact your current team/department; any secondment will be subject to a detailed discussion involving line managers.

 

Please note that secondments are available on a fixed-term appointment only. 
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