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JOB DESCRIPTION 
Ref: 1254-24
	Job Title: MARS Centre Administrator 
	Grade:  6 

	Department: School of Mathematical Sciences

	Directly Responsible To: Dr Zoe Bolton, MARS Project Manager

	Supervisory Responsibility For: None

	Other contacts
Internal: Academic and administrative staff in the School of Mathematical Sciences, Data Science Institute, Postgraduate students, Undergraduate students, Student based Services, Research and Enterprise Services, Contracts Office, Departmental and Faculty staff, Financial Services, Human Resources, Conferences & Catering. 

External: Collaborative research partners from external HEIs, Project Partners, Scientific Oversight Group members, visiting academics and researchers, suppliers, conference organisers, hotels, Research England and other funding bodies, other administrators at partners, learned societies, etc. 

	The Project

MARS: Mathematics for AI in Real-world Systems is a multi-million-pound Centre for research and teaching funded by Research England and Lancaster University. It will transform research at the interface of dynamical systems modelling and machine learning by developing a deeper understanding of the mathematics underpinning AI.  
The Role
The role holder will be responsible for the smooth running of the administration and processes of the Research England funded MARS Centre. The broad areas of responsibility are the coordination of MARS administrative activities, strategic planning and facilitation of MARS engagement and dissemination events, financial management, and extensive management of external relationships with stakeholders (in collaboration with the MARS Project Manager and the MARS Partnership Development Manager). The post holder is required to take ownership of these roles and ensure a high quality of service to MARS. 

	Major Duties 

Project Management

1. Provide day-to-day administrative support to the MARS team for the management of the programme including the logistics associated with the recruitment of new staff and students.
2. Service meetings including MARS Implementation Group, Strategic Oversight Group, and any other meetings as reasonably required by the Head of MARS or MARS Project Manager.
3. Preparation of regular (bi-annual and annual) reports for Research England, which includes data gathering, providing partners with clear guidance on information required, responding to queries, checking for completeness and collation of a coherent report.
4. Assist with the production of annual management reports for the Strategic Oversight Group. 
5. Maintain effective systems for the project to ensure accurate record storage and funding distributed in accordance to agreed budgets and Research England guidelines.
6. Maintain effective communication channels and develop effective working relationships with project partners and other relevant colleagues both internal and external.  

7. Liaise with relevant sources regarding official documentation. 

8. Respond to queries from partners regarding non-technical, management and administrative matters.
9. Maintain and update sections of the project's website and social media.
10. Collation of research outputs (papers, software) arising from MARS work.
Research Administration

1. Organise the logistics for MARS meetings, workshops, Annual Scientific Meetings, Industry Weeks, seminar series and conferences.  
2. Attend meetings in the UK as required, servicing meetings as appropriate.
3. Administration of academic and researcher contracts and other Human Resource documentation.
4. Planning, organisation and facilitation of the programme’s engagement and dissemination events.
5. Welcome and arrange logistics for project visitors (other academics, industrial representatives etc).
6. Provide administrative support for the Head of MARS and the MARS Project Manager as required.
7. Any other duties appropriate to the grade of the post.
Financial Management

1. Support the MARS Post-award Administrator with the preparation of financial reports for Research England as required.
2. Preparation of documentation for audits, liaising with Research Support Office and auditors.
3. Monitor the MARS budget, taking into account monies received, and expenditure.
4. Day-to-day financial management of Lancaster budget, including raising invoices, purchase orders, visa payments, overseas payments, processing claim forms, issuing internal requisitions.
5. Reconciliation of documentation against monthly reports, collating paperwork, noting errors and taking appropriate action.
6. Collation of documentation from partners as required and ensure timely submission to the Scientific Oversight Group meeting.



