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	Research and Innovation Services



Research & Innovation Services (RIS) supports the University and the Vice Principal (Research & Innovation) in taking forward the University’s strategy in terms of support for research and innovation. The unit is comprised of around 24 staff performing a range of functions: Research Integrity, Ethics & Governance, Research Information & Policy, Research Impact, Digital Research, and Technology Transfer. 
The research integrity, ethics and governance team has been and will continue to deliver an expanded and deepened function for the University that is minimising risk relating to and future-proofing areas of activity to provide our researchers with a greater breadth and depth of opportunity, whilst ensuring the institution keeps pace with new compliance requirements. This involves the integration of previously separate functions (human ethics, animal ethics, research integrity, research governance) across these important areas. This role holder will focus on supporting the team across all of these functions as required, with a specific focus on research governance: NHS Sponsorship, Export Controls compliance, Nagoya protocol compliance, and non-financial due diligence regarding overseas research partners. The role-holder will work closely with the other members of the team to form a group who can provide a degree of cover for each other when necessary. 
The job description for this role is attached below.

	Job Description




	Job Title: Research Governance Officer 
School/Unit: Research & Innovation Services

Reporting to: Head of Research Policy, Integrity and Governance 
Job Family: Managerial, Specialist & Administrative 

	Working Hours: Full-time/36.25 hours per week
Grade/Salary Range: 5/£27,511 - £32,816 per annum 
Reference No: CG1821NB
Start Date: As soon as possible following interview
Interview Date: 11 December 2020



	Main Purpose of Role


The Research Governance Officer will provide University-level support, advice and guidance relating to research governance, encompassing but not limited to: NHS Sponsorship, Export Controls compliance, Nagoya protocol compliance, and due diligence of overseas research partners. 
They will also support Research and Innovation Services in delivering an expanded and deepened research integrity and ethics function by assisting with existing or new areas of work outwith supporting research governance, providing cover when appropriate, including but not limited to: research integrity, research misconduct, and approvals relating to research involving humans and animals. 

This role sits within Research and Innovation Services and reports to the Head of Research Policy, Integrity and Governance (HRPIG).
	Key Duties and Responsibilities


· Provide support for research governance activities relating to both staff and students, encompassing but not limited to NHS Sponsorship, Export Controls compliance, Nagoya protocol compliance, and due diligence of overseas research partners:

· Act as the primary delivery point of research governance processes: act as the first point of contact for those seeking research governance advice or approvals internally, and external stakeholders; provide advice and guidance on relevant policies/processes/guidance as required; process research governance paperwork; and facilitate the sharing of best practice across the University;

· Review, assist in the development of, disseminate and implement University policy, processes, template documents, guidance, website content and reports: identifying potential improvements to service delivery through monitoring/review, feeding back to the HRPIG on same for possible proposals to relevant persons/committees;
· Assist in the development and delivery of regular training/workshops/presentations to staff and students on relevant policies/processes/guidance, reviewing and updating materials regularly; 
· Assist in the production and presentation of reports, analyses and briefing papers regarding research governance, for both University committees and external organisations;
· Provide administrative and logistical support for relevant committees and working groups as required: organising meetings and preparing minutes, and taking forward follow-up actions when required;
· Liaise with IT Services and Digital Communications, contributing to the development of webpages and databases;
· Monitor relevant operational budgets; and
· Ensure that relevant institutional financial obligations are met through generating and processing purchase orders and invoices, drawing on support within RIS as required.
· Support Research and Innovation Services in delivering delivering an expanded and deepened research integrity and ethics function by assisting with existing or new areas of work outwith supporting research governance, providing cover when appropriate, including but not limited to: research integrity, research misconduct, and approvals relating to research involving humans and animals:

· Organise, attend, take and circulate minutes from meetings;
· Review, develop, disseminate, communicate and/or implement existing or new policies, processes and guidance; and
· Provide cover for colleagues.
· In the discharging of the above duties and responsibilities:
· Plan, organise and prioritise work, taking a flexible approach to delivering results and meeting objectives.
· Proactively initiate contact with and building relationships with internal and external contacts to co-ordinate activities in a timely and effective manner.
· Proactively maintain an up-to-date, extensive, detailed and clear knowledge and understanding of relevant research-related policy, processes, systems, regulations and legislation, and broader HE developments.
· Interpret, implement and communicate complex information in a careful way.
· Make timely and considered decisions (independent and collaborative as appropriate) regarding their work, which will affect a range of stakeholders; and when necessary, use creativity, initiative and analytical skills to independently address and resolve non-standard problems and work issues.
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) 


	Educated to degree level or equivalent
	
	Application

	Experience & Knowledge

(examples of specific experience and knowledge sought) 


	Experience of working in a busy team environment
Relevant administrative experience, including organising meetings and writing minutes
Experience of research OR experience of research ethics/ integrity/governance

	Experience of managing a budget
Experience of leading small-scale projects
Experience of developing policy
Experience of providing guidance

	Application and interview

	Competencies & Skills

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


	Excellent oral communication skills, including presenting presentations and documents
Excellent written communication skills
Ability to understand complex ideas and summarise them in a clear and concise manner
Good interpersonal skills, including influencing others’ thinking 
Good planning, organisational and prioritising skills
Good problem-solving skills, including use of initiative and creativity
Good Microsoft Office skills
Ability to work independently exercising initiative, but also able to support the team and contribute to wider projects
Ability to remain calm, professional and courteous under pressure
Ability to handle confidential material with tact and discretion

	
	Application, test and interview

	Other Attributes/Abilities 

(if applicable) 


	Team player with a ‘can do’ attitude
	
	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  


Interviews will be held on 11 December 2020
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: CG1821NB
The University is committed to equality for all, demonstrated through our working on diversity awards (ECU Athena SWAN/Race Charters; Carer Positive; LGBT Charter; and Stonewall).  More details can be found at http://www.st-andrews.ac.uk/hr/edi/diversityawards/.

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 required to undertake the Information Security Essentials computer-based training course and adhere to its principles alongside related University Policy and Regulations.
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.
	Who Are We? St Andrews At a Glance   


Third oldest university in English speaking world

Consistently ranked one of the UK’s top five universities
Award-winning teaching quality and student experience
Top in UK for student satisfaction
Research-intensive – ranked 14th in UK Research Excellence Framework
Athena Swann Bronze Award holder
Strategy founded on ambition to be World-Leading, Diverse, Global, Entrepreneurial and Socially Responsible.

Over 9000 students and 2500 staff

Highly international – over 45% of students and staff are from outwith the UK

A non-campus university, closely integrated with the ancient town of St Andrews

Top quality sports, music and nursery facilities for staff and students 

Committed to sustainability and a pioneer of green energy solutions
	The University & Town 




Founded in the early 15th century, St Andrews is Scotland’s first university and one of the oldest in the 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’s a vibrant academic town with a distinctively cosmopolitan feel where students and university staff account for more than half of the local population.

The University of St Andrews is a diverse and international community of almost 12,000 students and staff, typically of over 140 nationalities. It has over 9000 students, just over 7,000 of them undergraduates, and employs approximately 2,500 staff - made up of c. 1,190 in the academic job families and c 1,350 in the non-academic job families.

Under the leadership of current Principal Professor Sally Mapstone, the University’s Strategy (2018-23) is to broaden its global influence, become more diverse and consolidate its long-held position amongst the top five universities in the UK.

The plan sets out St Andrews’ ambitions to grow its international profile, champion diversity and inclusivity, expand its portfolio of world-leading research, develop stronger links with industry and embed a new culture of entrepreneurship among students and staff.

It also places social responsibility at its heart, with a pledge to manage growth in student numbers, foster a growing culture of sustainability and pursue a research and teaching agenda for the wider public good.

The University is one of Europe’s most research-intensive seats of learning. In the Research Excellence Framework (REF) 2014 it was ranked top in Scotland for quality of research output and one of the UK’s top 20 research universities.

St Andrews is consistently held to be one of the United Kingdom’s top five universities in university league tables compiled by The Times and The Sunday Times, The Guardian and The Complete University Guide.

It has frequently been rated the leading university in Scotland for teaching quality and academic experience, and in the National Student Survey 2018/19 was the leading mainstream UK university for student satisfaction.



In international and world rankings St Andrews scores highly for teaching quality, research, international outlook and citations. It is currently a World Top 100 institution in the QS World University Rankings 2019.



St Andrews’ reputation for teaching, research and student satisfaction make it one of the most sought-after destinations for prospective students from the UK, Europe and overseas. 

The University typically averages 12 applications per place and has not offered Clearing places for over a decade. St Andrews has highly challenging academic entry requirements to attract only the most academically potent students in the Arts, Sciences, Medicine and Divinity. 

St Andrews holds an Institutional Athena SWAN Bronze Award, while the Schools of Biology, Physics & Astronomy and Psychology and Neuroscience have achieved Athena SWAN Silver Awards. 



