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The School of Biology (http://biology.st-andrews.ac.uk/default.aspx)
The School of Biology at the University of St Andrews is one of the leading Biology departments in the UK. Our 50 academic staff deliver the highest quality of teaching and research within diverse fields of Biology, providing a unique and supportive environment for scholarship amid a beautiful setting for university life. The School maintains dynamic research links with Chemistry, Psychology, Physics and Maths & Statistics, and Medicine, all of which have demonstrated research excellence. This provides a unique environment for interdisciplinary research, and several research centres and institutes are founded explicitly along interdisciplinary lines. The role proposed will be based in the Scottish Oceans Institute and be part of the Marine Alliance for Science and Technology for Scotland and wholly funded by them.  

The Scottish Oceans Institute (http://soi.st-andrews.ac.uk/)

The Scottish Oceans Institute is an interdisciplinary research institute studying the marine environment which forms a key focus for research excellence in marine-related science. Our research interests range from the deep oceans to the coasts, and from the people who use and interact with the sea, to the biological and physical processes that make the oceans function. SOI aims to develop scholarship, commercialization of research and advanced-level teaching delivered through contributing Schools at the University of St Andrews.

MASTS

The University of St Andrews hosts the MASTS directorate and it is within this unit that the post will be based. The Marine Alliance for Science & Technology for Scotland (MASTS) pools the research talent, involving about 700 researchers, and the management of resources, consisting of over £66 million annually, in marine science from across Scotland. It strives to ensure that marine science in Scotland can remain internationally competitive. It provides the academic platform and knowledge for marine governance and commerce by helping to establish a Scottish strategy for marine science that will deliver increased value to the public from its investments. 

The role will be directly line managed by Dr Mark James but with day-to-day interactions with administrative staff and MASTS employees within the University and beyond. A close working relationship will be required with Dr Emma Defew and Mr Alastair Pretswell (MASTS Finance), Prof David Paterson and close communications with Jane Williamson and the SOI administrative team (Peter Baxter, Katherine Gatherum, Ian Johnston).  
The job description for this role is attached below.
	Job Description




	Job Title: Programme Manager
School/Unit: School of Biology
Reporting to: Dr Mark James – MASTS Operations Director
Job Family: Managerial, Specialist & Administrative
Duration of Post: 12 months in the first instance with the possibility of extension of a further two years

	Working Hours: Full time
Grade/Salary Range: Grade 6/£30,122-£35,938 per annum
Reference No: SB7205
Start Date: As soon as possible
Interview Date: 17 December 2012


	Main Purpose of Role


MASTS is involved in the co-ordination of a broad range of marine science activities in Scotland ranging from fundamental to applied research. There is an increasing demand for MASTS to facilitate interaction between the scientific community, policy makers, regulators, industry and NGO’s, to underpin decision making at all levels and as an economic driver. The MASTS Directorate consists of a small team based at the University of St Andrews. The Directorate is responsible for the day to day operation of MASTS and is responsible to an Executive Committee, Governing Council and Advisory Board. We are in the process of developing a framework within which the MASTS scientific community can begin to operate effectively. This framework consists of a series of defined scientific Themes and Forums, each of which is led by a Steering Group. 
A key purpose of the role will be to assist the Directorate in administering the activities Themes and Forums.  This will require excellent organizational and communications skills (written and oral) as well as the capacity to develop a broad understanding of the main scientific concepts and challenges.
The role will require the post holder to operate at the interface between science, policy and industry and preferably, we will be seeking an individual with a demonstrable track record of working in this environment. 

MASTS member institutions are located across Scotland and maintaining a fluid communication through a combination of direct contact, on-line meetings, newsletters, and email networks is a fundamental requirement. MASTS is currently developing a new website which will be the main communication portal for the MASTS science community and relevant stakeholders.  The Programme Manager will have significant responsibility for administering the website, managing and developing its content. Whilst the site will have a user friendly Content Management System, previous experience of developing and managing website content including use of “professional” social media content would be highly desirable. In connection to the need for MASTS to develop its communications and outreach agenda, the Programme Manager will also assist the Directorate in initiatives designed to increase the public profile of Scottish marine science.
As part of MASTS growing co-ordination role, the Programme Manager will need to be capable of actively facilitating the development of consortium proposals for research funding. In addition, MASTS is involved in helping to develop and operate Centres of Expertise, some of which may become legal entities. The Programme Manager will be expected to assist the Operations Director in developing some of these initiatives. Previous experience or a good understanding of research funding would therefore be advantageous.

	Key Duties and Responsibilities


Specifically, the role will include:
1. acting as lead on the Secretariat for some MASTS research Theme and Forum Steering Groups

2. taking the lead in co-ordinating MASTS input to the Edinburgh International Science Festival – scheduled to take place last week March – first week April 2013

3. take a significant role in administering, operating and populating the MASTS website

4. subject to agreement, assisting the MASTS Operations Director in the setting up of the Governance structure of a Centre of Expertise [proposed as a non-profit sharing company limited by Guarantee with Charitable status]

5. subject to agreement, assisting the MASTS Executive Director in operating the Secretariat for a high level environmental advisory group 

6. other duties such as representing MASTS at various meetings, assisting in the development of initiatives such as a web based seminar programme to be delivered across the MASTS community etc.

7. assisting in the development of MASTS consortium proposals

 

The role will be based at the University of St Andrews and the post holder will work closely with the MASTS Executive and Operations Directors as well as the MASTS Programme Co-ordinator. There will be a requirement to travel within the UK and possibly Europe as part of the role although we anticipate that an increasing proportion of MASTS related business will be conducted using online conferencing.

Dr Mark James will be the line manager for the position but the incumbent will also support Prof David Paterson and work closely with Dr Emma Defew. 

Special Requirements: 

Working at weekends and evenings may be required by arrangement. 
The ability to travel within the UK on a regular basis and occasionally internationally.
A full driving licence.

Please note that this job description is not exhaustive, and the role holder may be required to undertake other relevant duties commensurate with the grading of the post.  Activities may be subject to amendment over time as the role develops and/or priorities and requirements evolve.  

	Person Specification 


This section details the attributes e.g. skills, knowledge/qualifications and competencies which are required in order to undertake the full remit of this post.  

	Attributes 
	Essential
	Desirable 
	Means of Assessment

(i.e. application form, interview, test, presentation etc)



	Education & Qualifications 

(technical, professional, academic qualifications and training required) 


	Degree in an appropriate discipline with significant working experience relevant to the role
	A higher degree/post graduate qualification relevant to the role
	Evidence of qualification and interview

	Experience & Knowledge

(examples of specific experience and knowledge sought) 


	Knowledge and experience administrative or Secretariat duties or other experience relevant to the role as described
	A scientific background with experience of 
working as a researcher in academic and or industry

	CV and interview

	Competencies & Skills

(e.g. effective communication skills, initiative, flexibility, leadership etc)   


	Excellent written and oral communications skills
Highly organised with a flexible and positive work ethic
Capable of working independently and demonstrating initiative under pressure
Capable of acting under instruction, but also exercising leadership when required
Confident and competent with the use of standard MS Office programmes including Word, Excel, PowerPoint etc.

	Previous experience in the some or all of the areas of work described in the job description

	CV, presentation and written exercise at interview.

	Other Attributes/Abilities 


	· Proven communication, interpersonal and presentation skills, including the ability to influence others’ thinking sometimes at a senior level.
· Ability to provide timely and comprehensive advice and guidance to others.
· Well-developed analytical and problem solving capability, able to apply appropriate levels of initiative, judgment and creativity.
· Proactive team member, able to motivate, encourage and support others.
· Well-developed planning, organisational and prioritising capability.
· Effective people/project management skills, as appropriate.
· Effective financial skills, where appropriate.
· Capable of effective transfer of skills/knowledge to others

	
	Application/Interview


Essential Criteria – requirements without which a candidate would not be able to undertake the full remit of the role.  Applicants who have not clearly demonstrated in their application that they possess the essential requirements will normally be rejected at the short listing stage. 

Desirable Criteria – requirements which would be useful for the candidate to hold.  When short listing, these criteria will be considered when more than one applicant meets the essential requirements.  

	Other Information  


We encourage applicants to apply online at www.vacancies.st-andrews.ac.uk/welcome.aspx, however if you are unable to do this, please call +44 (0)1334 462571 for a paper application form.  

For all applications, please quote ref:  SB7205
The University is committed to equality of opportunity.

The University of St Andrews is a charity registered in Scotland (No SC013532).

	Obligations as an Employee   


You have a duty to carry out your work in a safe manner in order not to endanger yourself or anyone else by your acts or omissions.   

You are required to comply with the University health and safety policy as it relates to your work activities, and to take appropriate action in case of an emergency.

You are responsible for applying the University’s equality and diversity policies and principles in your own area of responsibility and in your general conduct.

You have a responsibility to promote high levels of customer care within your own area of work/activities.

You should be adaptable to change, and be willing to acquire new skills and knowledge as applicable to the needs of the role.  

You may, with reasonable notice, be required to work within other Schools/Units within the University of St Andrews.

You have the responsibility to engage with the University’s commitment to Environmental Sustainability in order to reduce its waste, energy consumption and carbon footprint.

	The University & Town 




Founded in the early 15th century, St Andrews is Scotland’s first university and the third oldest in the English speaking world. 

Situated on the east coast of Scotland and framed by countryside, beaches and cliffs, the town of St Andrews was once the centre of the nation’s political and religious life.

Today it is known around the world as the ‘Home of Golf’ and a vibrant academic town with a distinctively cosmopolitan feel where students and university staff account for more than 30% of the local population.

The University of St Andrews is a diverse and international community of over 9000, comprising students and staff of over 100 nationalities. It has 7500 students, 6000 of them undergraduates, and employs approximately 1840 staff - made up of c.700 academic and c.1140 support personnel.

St Andrews has approximately 50,000 living graduates, among them Scottish First Minister Alex Salmond and the novelist Fay Weldon. In the last 90 years, the University has conferred around 1000 honorary degrees; notable recipients include Bob Dylan, Benjamin Franklin, The Dalai Lama, Dame Judi Dench and Jack Nicklaus.

The University is one of Europe’s most research intensive seats of learning.  It is the top rated University in Scotland for teaching quality and student satisfaction and among the top rated in the UK for research. The 2008 Research Assessment Exercise judged 94% of the University’s research activity as internationally recognised with over 60% world leading or internationally excellent.

St Andrews is consistently held to be one of the United Kingdom’s top ten universities in university league tables compiled by The Times, The Sunday Times, The Guardian and The Independent Complete University Guide. It has five times been named the top multi-faculty university in the UK in the National Student Survey. The 2011 Times Higher Education World Rankings places the University in the top 100 overall, in the top 25 for Arts and Humanities and in the top 20 for international outlook.

Its international reputation for delivering high quality teaching and research and student satisfaction make it one of the most sought after destinations for prospective students from the UK, Europe and overseas. In 2010 the University received on average 11 applications per place. St Andrews has highly challenging academic entry requirements to attract only the most academically potent students in the Arts, Sciences, Medicine and Divinity. 

The University is closely integrated with the town. The Main Library, many academic Schools and Service Units are located centrally, while the growth in research-active sciences and medicine has been accommodated at the North Haugh on the western edge of St Andrews.

As part of its 600th anniversary celebrations, launched by graduate Prince William in 2011 and running to 2013, the University is pursuing a varied programme of capital investment, including the refurbishment of its Main Library and a major investment in its collections, a new biomolecular research facility, the refurbishment of the Students’ Union and the development of a wind-farm to offset energy costs.

