	University of St Andrews

School of Biology
SUPER Project Co-ordinator – CG1678SB
Further Particulars for Applicants 




	School of Biology 




The School of Biology is the largest School in the University with over 60 Principal Investigators with a combined complement of 120 PhD students, 100 postdoctoral research fellows and 50 technical and administrative support staff.   There are three Research Centres within Biology: The Biomedical Sciences Research Centre (BSRC) http://www.st-andrews.ac.uk/bsrc/, the Centre for Biological Diversity http://biodiversity.st-andrews.ac.uk/, and the Scottish Oceans Institute (SOI) http://soi.st-andrews.ac.uk/.  There is much overlap between the research carried out at the three centres as well as strong interdisciplinary links with other Schools in the University. BSRC involves principal investigators (PIs) from the Schools of Chemistry, Medicine and Physics in addition to Biology. The CBD works with PIs from the Schools of Psychology, Geography and Geosciences and Management, and the SOI includes PIs from the Schools of Geography & Geosciences and Mathematics & Statistics.

The School prides itself on its research-led teaching, providing a broad curriculum to around 450 FTE undergraduates who now enter the University typically with straight A’s at A-level or in Scottish Highers. All academic staff are expected to be involved in teaching, which is strongly supported by six dedicated Teaching Fellows. There are also around 30 taught MRes students, who are in Marine Mammal Science and Ecosystem-based Management of Marine Systems programmes taught jointly with the Scottish Association for Marine Sciences. 

The School would particularly welcome applications from suitably qualified females. 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. The School values equality and diversity across its workforce, offers a family friendly environment in which flexible working is encouraged and we strive to hold important meetings/seminars within core hours of 9.15am to 2.45pm. In addition, a broad variety of measures have been, and actively continue to be, introduced to ensure effective career progression for everyone and to eradicate the historical underrepresentation of females at higher professional levels. Applicants with school age children should be aware that St Andrews and the surrounding villages are fortunate to have access to excellent primary and secondary schools and are an outstanding place to bring up a family.

Research Centres in the School of Biology

The Biomedical Sciences Research Complex (BSRC) on the North Haugh focuses on molecular and cellular biology with a particular emphasis on infection and immunity. This complex consists of 20 academic staff from Biology together with 10 academic staff from the Schools of Chemistry, Physics and Medicine. In 2012 the BSRC opened a new 3400m2 £10M annex funded by the Wellcome Trust and the University. The research complex is noted for its world-class facilities for mass spectrometry, structural biology, virology and synthetic chemistry and also houses two BL3 containment facilities for the study of important human pathogens.

The Centre for Biological Diversity (CBD) in the centre of town occupies the Harold Mitchell Building (HMB) and focuses on animal behaviour, ecology, evolution, population genetics and conservation.  CBD was created in 2012 as a virtual Centre across the University involving groups from the Schools of Psychology, Geography & Geosciences and Management as well as Biology. The University recently funded an extensive refurbishment of the HMB to allow the School to bring together 20 PIs and their groups to create an exciting intellectual environment for the study of biodiversity.

The Scottish Oceans Institute (SOI) provides a focus for all the research and postgraduate teaching in marine sciences within the University. It is sponsored by the academic Schools of Biology, Geography & Geoscience and Mathematics & Statistics. The scientific staff includes 58 research-active principal investigators, 57 research fellows, 26 technicians and engineers plus other support staff. The SOI has a vibrant postgraduate community of 82 PhD students and has a regular seminar series.
	Job Description




	Job Title: SUPER Project Co-ordinator


School/Unit: School of Biology
Reporting to: Professor David Paterson/Dr Emma Defew 
Responsible for: Technical (Research)  

Job Family: Managerial, Specialist & Administrative 
Duration of Post: 3 years

	Working Hours: Full Time/36.25 hours per week 
Grade/Salary Range: £27,924 - £30,497 per annum 
Reference No: CG1678SB
Start Date: As soon as possible   
Interview date: 15 November 2021



This post is for a fixed term period as it is dependent upon external funding. As such the need for the post will cease to exist when the funding ends.

Scottish Universities Partnership for Environmental Research Doctoral Training Partnership (SUPER DTP)

Project Co-ordinator (PC)

Job Summary - Duties and responsibilities

The SUPER DTP (https://superdtp.st-andrews.ac.uk/) is offering an exciting opportunity for a dynamic individual with appropriate experience to join an existing small and productive team in running, promoting and developing the NERC UKRI-funded SUPER DTP. This position will support the SUPER DTP senior management team as well as working closely with the Marine Alliance for Science and Technology for Scotland (MASTS), other SUPER DTP partners, SUPER PhD students and other DTP organisations. 
In addition to helping with the administrative structures and processes required to run the DTP, the PC will play a critical role in collaboration with the Dean and the Deputy Dean of the Graduate School in developing and formalising a range of training opportunities that the Graduate School will offer as part of its Post Graduate Professional Researcher Certificate (PG Cert.). The PC will be required to deliver and assist with both in-person and online events (using teams, zoom, Gathertown and HopIn) such as the SUPER DTP Student Annual Retreat, a dedicated SUPER DTP session at the MASTS Annual Science Meeting as well as a variety of other training and networking events. This may require occasional travel/work outside usual hours.

The PC will lead in the development of guidance materials and resources (examples include interview advice for applicants, recruitment recommendations for interview panels, and information on international student recruitment). The PC will need to work closely with the University of Strathclyde PG Cert team and assist SUPER DTP students with any administrative matters related to the award and the associated systems used for the award. 
The PC will be responsible for helping promote the DTP and administering the annual cycle of studentships, tracking EDI data and the appointment of students, and ensuring that the progress of each student is recorded. 
The PC will be central to the running of the DTP, taking ownership of and delivering the day-to-day administrative requirements of the DTP. Some assistance with financial administration will be required, and performance data related to the DTP will need to be recorded systematically. Basic analysis of some data in the form of tables and charts etc will be required. As students graduate, the PC will also be responsible for collating information on the destinations of SUPER DTP students. 

Together with the Deputy Dean of Graduate School, the PC will act as a key point of contact for the DTP. An important feature of the SUPER DTP will be the interaction between the academic and non-academic partners in providing training opportunities for our Ph.D. students. This may include internships which the PC will assist in establishing and tracking across the DTP.

Communicating both internally and externally through the SUPER DTP website and social media will be an important feature of the role and the PC will be responsible for updating the website and associated social media feeds. Outreach activities will need to be developed and recorded as part of the DTP’s public facing role. The PC will help to facilitate and organise these activities. 

There will be occasions when you are asked to assist with the wider portfolio of Directorate activities and tasks, so you will need to have a flexible working ethos with demonstrable ability to multitask. 

Further information

The position will be based at the Scottish Oceans Institute at the University of St Andrews. The PC will report directly to the Deputy Dean of Graduate School, and function as part of the Directorate for the Marine Alliance for Science and Technology for Scotland (MASTS). The role will occasionally require the ability to work outside normal working hours and will involve travel within the UK and potentially further afield. This is a full-time position linked to the SUPER DTP programme (5-8 years from 2019).  The ability to work remotely is currently required and the University is active in ensuring health and safety of its staff during the current COVID-19 pandemic. Should you have any queries about the post or the application process please contact Dr Emma Defew by email at ecd2@st-andrews.ac.uk and refer to the job reference number CG1678SB. 
 
	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) 


	A relevant degree – e.g. environmental science, marine science, aquatic science
	An understanding of and interest in, the environment and the marine environment in particular
	Application form, interview

	Experience & Knowledge

(examples of specific experience and knowledge sought) 


	Experience relevant to the co-ordination and management of post graduate students and training. 

Experience of, and ability to interact with stakeholders ranging from academics, to representatives from Government, Regulators, industry and the general public.
Knowledge and experience in the use of all standard Microsoft Office software including Word, Excel and PowerPoint. Similar experience in using Adode software is expected.
Experience of updating websites and social media feeds.
Demonstrable delivery focused attitude and relevant work experience.

	Knowledge of, or experience in, helping to develop training courses.
Specific expertise/experience in delivering training particularly in life skills and personal development.

Experience of working in the higher education sector or within an industry training environment.

Knowledge of project management, line management, techniques and tools, and their application in a project management capacity.
Experience of working with stakeholders in business, policy and academia to build networks and deliver collaborative outputs.
Financial and budgetary experience.
Knowledge of setting up and populating simple databases.
Experience of administration in the context of a University or other Higher Education Institution.
Experience of facilitating or taking part in outreach or knowledge exchange.
	Application form, interview and presentation

	Competencies & Skills

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


	The post holder will need excellent written and oral communication skills ranging from the demonstrable ability to produce correspondence, documents and reports of the highest standard.
Communication skills must include the ability to communicate clearly with specialists and non-specialists on an individual basis as well as in a formal context at meetings or through presentations to larger groups of people.
Budgetary competence
Proven administrative and organisational skills and ability to plan, set priorities and manage workload in response to deadlines and under pressure.
Flexible working ethos with demonstrable ability to multitask whilst operating within the context of a small team.
	Understanding of Ph.D. experience
	Application form, interview and presentation

	Other Attributes/Abilities 

(if applicable) 
	Full driving licence.

	
	Application form


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-line on 15 November 2021.
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: CG1678SB
Equality, diversity and inclusion are at the heart of the St Andrews experience.  We strive to create a fair and inclusive culture demonstrated through our commitment to diversity awards (Athena Swan, Carer Positive, LGBT Charter, Race Charters and Stonewall). We celebrate diversity by promoting profiles of BAME, LGBTIQ+ staff and supporting networks including the Staff BAME Network; Staff with Disabliities Network; Staff LGBTIQ+ Network; and the Staff Parents & Carers Network.  Full details available online: https://www.st-andrews.ac.uk/hr/edi/
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 environmental sustainability stragety, committing the University to reach net-zero by 2035. 

You are required to engage with the technology, systems and communication channels necessary for you to undertake your work and must update your personal details via HR Self Service whenever there is a change. 

Employees with staff management responsiblities must familiarize themselves with appropriate policies. 
	Who Are We? St Andrews At a Glance   


The third oldest university in the English-speaking world
Ranked top UK university in the Times and Sunday Times Good University Guide 2022 
Twice named University of the Year
Consistently ranked one of the UK’s top five universities and top in Scotland in the Complete University Guide
Top in the UK for student satisfaction
Research-intensive – ranked 14th in UK Research Excellence Framework
Athena SWAN Bronze Award holder
Strategy founded on ambition to be World-Leading, Diverse, Global, Entrepreneurial and Socially Responsible.

Over 9000 students and 3000 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 aiming for Net Zero by 2035
	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 more than 140 nationalities. It has over 9000 students, just over 7000 of them undergraduates, and employs approximately 3000 staff - made up of c1350 in the academic job families and c1650 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 ranked one of the UK’s top five universities in league tables compiled by The Times and The Sunday Times, The Guardian and The Complete University Guide. St Andrews was ranked the top university in the UK in The Times and Sunday Times Good University Guide 2022: the first time in the history of the Guide, and UK university league tables in general, that a university other than Oxford or Cambridge has topped the rankings. 

It is the third year that St Andrews has challenged the Oxbridge rankings, coming second to Cambridge in 2020 and second to Oxford in 2021. It has frequently been rated the leading university in Scotland for teaching quality and academic experience, and in the National Student Survey 2021 was the leading mainstream UK university for student satisfaction for the 15th year in a row.


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 & Neuroscience have achieved Athena SWAN Silver Awards.
