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JOB DESCRIPTION
Faculty Research Project Manager
Vacancy Ref: A***	
	Job Title:	Faculty Research Project Manager
	Present Grade:	7

	Department/College:		Faculty of Health and Medicine

	Directly responsible to:		Head of Faculty Operations with dotted line to Associate Dean Research

	Supervisory responsibility for:	n/a

	Other contacts

	Internal:
Faculty Principal Investigators and researchers.  Clinical Research Governance Officers. Research & Enterprise Services (RES), People and Organisational Effectiveness (POE). Finance and procurement teams. 


	External:  
NHS Research and Development Departments, Senior academics, and clinicians at other Universities. Public & Patient Involvement (PPI) representatives and NHS staff. NHS Research Governance Organisations. 

	
Working closely with the Head of Faculty Operations and Associate Dean for Research the Faculty Research Project Manager will be responsible for initiating new research studies working with principal investigators (PIs) to aid set up and arrange full governance arrangements.   The postholder will lead and co-ordinate projects utilising a participatory and inclusive approach, ensuring there is positive internal and external communication throughout the process.

Major Duties include:

· Responsible for identifying and supporting PIs to set up new research studies. 
· Work with the PI to draft the research protocol based upon the grant application. 
· Lead on the development of ethical (NHS or FHM Research Ethics Committee) applications in conjunction with the PI. These should be submitted in a timely manner – often prior to the grant starting and dedicated research staff employed.
· Liaise with the clinical sponsorship managers in Research Support Office (RSO) to ensure all sponsorship issues are addressed and where appropriate approved prior to trial comment.
· Lead on gaining research governance approvals from external agencies such as the Human Research Authority (HRA), social care organisations, clinical trials unit, hospices and NHS Research and Development Departments
· Act as the point of contact for all external and internal agencies until the dedicated research staff member is employed. 
· Assist in the set-up of trial steering committees, advisory groups or data safety monitoring committees if required prior to employment of dedicated staff member.
· Support and review job descriptions and person specifications for new members of the research team funded by the grant.
· Work as the researcher for the first month of the grant if any delay in appointing staff and short-term cover for research staff who leave mid-way through a grant until new staff can be appointment (if capacity)
· Assist PI in developing patient and public engagement groups if required prior to appointment of dedicated member of staff.
· Key contact and advisor for gaining NHS research passports.
· Manage general enquiries in relation to health-related research grants.
· Planning and supporting the meetings and work of the various groups and bodies associated with the grant.
· Creation and maintenance of any study document required prior to grant start-up such as a trial master file.
· Assurance that personal and confidential information is restricted to those entitled to know.
· Using the knowledge gained to develop protocols for PIs in the department to use to assist them in all the above tasks and to keep these updated.
· Support the Faculty Exit Interview process by interviewing researchers leaving the university
· Play an active role within the faculty RCAD (Research Career and Development) Group.
· Undertake other duties appropriate of the grade as required by the Faculty Manager or Associate Dean for Research or nominated representative.
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