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JOB DESCRIPTION
This form summarises the purpose of the job and lists its key tasks.
It may be varied from time to time at the discretion of the College in consultation with the post-holder.
	Job Title: Research Operations Manager

	Job ref no: RSO-0309-24

	Grade: 7 
	Department: Research & Innovation Office

	Accountable to: Director of Research & Innovation Services
	Responsible for: Research Operations Officer

	
	


	Job summary:

This post is a key role within the Research & Innovation Office (RIO), and the postholder will play a critical role in the integration and performance of digital applications in support of research and innovation activity. The postholder will contribute to the strategic development and optimisation of RVC research management systems and applications. This role will also be a key interface between RIO and relevant Professional Services departments, seeking opportunities for continuous improvement in the systems/operational support for RVC Research and Innovation activities. The post will have a strong focus on optimising efficiencies between business processes and IT systems that support service delivery and produce management information, data, and insights.  The postholder requires a comprehensive understanding of research and innovation activities spanning costing, pricing, compliance, open access, contracting and commercialisation in addition to strong technical skills, experience of supporting research management systems and the ability to communicate complex information to a range of audiences.
Key tasks and responsibilities include:

· Operational leadership of the embedding and further development of the Worktribe research management system including its integration with other IT systems. 
· Supporting the development of the research and innovation systems roadmap, alongside the Director of Research & Innovation Services. This may include consideration of the benefits of implementing further Worktribe modules, working with the Solutions Architect on integrations of new/existing research management systems, as well as optimising existing modules.

· Lead on the development of routine and ad-hoc reporting for internal and external assessment and benchmarking exercises (REF & KEF). Through enhancements to data and reporting the post-holder will make significant contributions to monitoring and reporting against strategic objectives and KPIs
· Leading on the development and maintenance of guidance and process documents pertaining to research and innovation activities, ensuring key internal stakeholders (within and outwith RIO) have access to clear and timely guidance and support. This work will also include maintaining effective working relationships with the Business Improvement Unit (BIU) and taking into account current and future roadmapping for clinical, HR, student and IS information systems.
· Developing and maintaining internal repositories containing guidance and technical support documentation/resources for research and research support users of RVC Research Management Systems.
· Maintaining an up-to-date knowledge and understanding of external compliance obligations, leading on the development of appropriate tools for compliance reporting against research & innovation activities and ensuring systems configuration reflects current due diligence & compliance obligations.

· Acting as an institutional champion/advocate, leading on technical training (resources and delivery), enabling users to access clear and consistent guidance and support.
· Ensuring RVC is represented at external fora in the areas listed above, e.g. Worktribe User Groups, relevant external / internal working groups. 
· Managing key external stakeholder relationships, sharing best practice from participation in relevant external peer and networking groups and contributing to an ethos of continuous improvement.
· Through dotted line/informal line management of the Research Librarian, oversee and support development of systems and processes to support open access publishing and ensure compliance with REF or other external assessment exercises as relevant.


	Competency: Service delivery
Key tasks:
· Act as Product Owner for Worktribe. Lead on the further development of the Worktribe product and associated integration with other applications adopting a consultative approach with other application owners across RVC.
· Ensure the provision of routine and ad-hoc technical support for RVC end-users, implementing processes to identify and remedy system down-time, data integrity or other integration issues impacting on system performance.
· Through the line management of the Research Operations Officer, ensure the provision of front-line support to academic end users and operational teams in RIO in relation to routine and ad-hoc system upgrades, providing routine reporting and testing and identifying opportunities for system enhancements/process improvements.
· Actively contribute to the development of policy and process documents relating to research & innovation activities.
· Oversee the planning, development, testing and implementation of routine system upgrades and lead on related liaison/testing required in other cognate areas (e.g. Finance, HR, BIU).
· Ensure system/technical changes are reviewed and approved via designated approval routes.

	Competency: Communication and Networking Skills
Key tasks:
· Develop and maintain effective working relationships with all Section Heads within RIO, to ensure the provision of operational support including agile responses to external and internal service delivery demands.
· Communicate effectively in writing and verbally with diverse audiences within and outside the RVC, including external suppliers, RVC end users and senior management to ensure high levels of adoption of research management systems internally as well as the provision of meaningful management information and reporting.
· Actively contribute to a programme of outreach for academic end users through the delivery of regular drop-in sessions, presentations and information sessions to increase knowledge and uptake of research management systems.
· Engage with IT systems providers on a regular basis, e.g., by attending user group meetings, symposia and conferences. Keep abreast of new developments and ensure that RVC captures intelligence on the effective management and business utilisation of data.


	Competency: Decision making, planning and problem solving
Key tasks:
· Lead on the formulation of process improvement strategies that leverage the improved functionality of the new systems and platforms.
· Working closely with the Director of Research & Innovation Services, VPRI and Deputy Deans for Research and Innovation, develop a sophisticated approach to research and innovation information management using Worktribe and other reporting tools, informed by best practice at national and international level.
· Provide support to senior colleagues in BIU in relation to integrated digital research management systems.

	Competency: Teamwork and development
Key tasks: 

· Lead on the development of training/resources for RVC research management systems, developing tools and procedure notes complimented by a regular programme of outreach. 
· Provide management and leadership where appropriate to ad hoc project teams assembled to drive process improvement, communicating a clear vision and setting expectations regarding milestones, outcomes and resources.  Monitor progress to ensure agreed actions have been carried out and follow up if necessary. 
· Demonstrate a commitment to continuing professional development through networking, shadowing, mentoring and formal training as appropriate.

	Competency: Sensory and physical demands, and Work Environment
Key tasks: 
· Out-of-hours working may be required from time-to-time in order to attend training courses or events, or in relation to systems outages/downtime

	Flexibility: 
· To deliver services effectively, some flexibility will be required; hence the incumbent may be required to perform work not specifically referred to above. 


