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JOB DESCRIPTION

Administrator (MHRG)   
                 Division of Health Research (Spectrum Centre for Mental Health Research)
Vacancy Ref: Click here to enter text.

	Job Title: Administrator (MHRG)
	Present Grade:	5

	Department/College:	Division of Health Research (Spectrum Centre for Mental Health Research)

	Directly responsible to:	 Dr Jasper Palmier-Claus, Professor Steven Jones & MHRG Project Manager

	Supervisory responsibility for:	n/a

	Other contacts
		

	Internal:  Programme and theme leads based at Lancaster University. Researchers and PhD students working within the MHRG programme. Colleagues within the Spectrum Centre, Division of Health Research, Faculty of Health and Medicine and Lancaster University.


	External:  Members of the broader research group based at partner institutions across the UK, including universities, NHS Trusts, local authorities, and third sector organisations. Partners with lived experience of mental health and associated conditions. NIHR colleagues.


	Main Duties:
 
Support the project manager and programme leads in the management of the research programme.
Support MHRG programme staff in the management of the different work packages, including general administrative duties as required, coordinating arrangements for travel and accommodation, scheduling and managing of diaries; initiating purchase requests via the procurement portal and liaising with the procurement team to approve requests and track delivery. 
Tracking of financial transaction and expenditure against the MHRG budget.
Liaise with the Research Services Office (RSO) at Lancaster University, plus finance officers, MHRG staff, and the funder (NIHR) to support with producing accurate financial reports when required. 
To work with relevant staff members at Lancaster to ensure timely processing of fees and expenses claims from partners with lived experience of mental health and associated conditions.
Assist in the organisation of online and face to face meetings of programme and project teams, as well as the organisation of external events for academic and lay audiences. Have responsibility for setting up meetings or event registrations, coordinating the production and circulation of papers/event materials, organising venues and refreshments as required, minute taking etc. 
Input, collate and analyse data from project-related activities (e.g. workshops, events) and provide data in an appropriate format to include in reports. 
Work with programme staff and the University press office to maximise the profile of the MHRG programme via the Lancaster University website and appropriate social media outlets.  
Undertake training as appropriate, including mandatory training required by the University, as well as specific training identified jointly by the project manager/programme leads and post-holder.  
Undertake other duties as required by the Head of Division, project manager, MHRG leads or nominated representative. 
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