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Reports to: Research Funding Portfolio Manager

Job purpose
 

Job description
Job title: Research Funding Portfolio Coordinator

Hours:

Salary:

Location:

Contract:

37 per week

£38,000 per annum

Northampton

Permanent

— To manage the awarded grants that
     make up the research grants portfolio. 

— To provide a reporting and information
    service on the portfolio to internal and
    external audiences in collaboration 
    with colleagues in the Research 
    Funding Team. 
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Main responsibilities
 — Manage a portfolio of funded awards to

    provide accurate, pertinent and timely
    information to researchers and colleagues 
— Ensure monitoring processes support the
    maintenance of accurate financial records
    for each research award 
— Manage grant reporting processes and
    approval of reports for awards within
    dedicated portfolio 
— Develop working relationships with
    researchers and other key personnel at
    Association-funded institutions 
— Work autonomously to manage awards in
    your portfolio and use adaptive monitoring
    techniques to maintain accurate oversight
    and understanding 
— In collaboration with colleagues, play a key
    role in the review of research grant
    applications to a high standard of
    governance, with particular focus on:  
      — perform initial review of applications
          received in funding rounds 
      — identifying and sourcing qualified peer
          reviewers, working with colleagues in the
          Research Funding Operations team
      — compiling accurate minutes of meetings
          of the Research Advisory Panels 
      — providing timely and relevant feedback 
          to applicants 
      — supporting recruitment of Advisory Panel
          members as and when required 
— Ensure that applications to the Association’s
    research funding schemes are treated 
    fairly and equitably as described in the
    appropriate Research Governance 
    Overview documents 
— Ensure that grantees and their institutions
    adhere to all grant conditions 

— Lead and take responsibility on special
    projects, such as AI, data, Europe
    PubMedCentral, etc.  
— Work collaboratively with other Directorates
     in the Association to showcase the 
     research portfolio and document impact
     and involvement 
— Code the funded research portfolio to 
     help us develop portfolio insights and
     understand our funded projects in 
     more detail.  
— Check applications to the Association’s
     funding scheme to identify overlaps with
     research already been funded by us or 
     wider research funders.  
— Support the implementation of the new
    grant management system and associated
    changes to the ways of working, including
    supporting these changes and reviewing and
    adapting ways of working  
— Act as a Subject Matter Expert to support
    the wider Directorate in the use of the
    Research Management System 
— Plan and run new applicant webinars.  
— Respectfully challenge processes and make
    suggestions for improvements 
— Contribute to the strategic direction and
    operational effectiveness of the Association.  
— To undertake any other task commensurate
     to the job purpose and its grading and to
     ensure that all functions are performed
     regarding the Association’s Mission and
     Core Values 
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Essential criteria
 — BSc degree or higher in a relevant science or

    healthcare subject or equivalent experience
    in research grant management 
— Knowledge of research grant application,
    funding and monitoring processes 
— Ability to retrieve information and 
    compile reports from relevant online
    information sources 
— Knowledge of the academic 
    research environment  
— Excellent written and verbal 
    communication skills 
— High standard of computer literacy,
    including the ability to use Microsoft Office
    packages effectively 

— Ability to develop and maintain relationships
    with a wide range of stakeholders, both
    internally and externally 
— Good time management 
— Excellent numeracy and analytical skills 
— Attention to detail 
— Ability to prioritise own work and meet tight
    deadlines, working with and delegating to
    colleagues as required 
— Works willingly as part of a team 
— Some flexibility in working hours 
— Occasional travel to external meetings 
    is required 
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