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JOB DESCRIPTION  
REF Officer
 
	Job Title:  
	REF Officer
	Grade: 6

	Department/College:
	Research Services, Research and Enterprise Services 

	Directly responsible to:
	Head of Research Quality and Policy  

	Supervisory responsibility for: 
	None

	Internal contacts:

	Pro-Vice-Chancellor (Research and Enterprise), Associate Deans for Research (ADRs), Research Enhancement Directors, UoA Leads, institutional REF support team, faculty and departmental academic and professional service staff, other sections within RES and other professional service divisions e.g. POE, Library, Planning and Data Analytics

	External contacts:
	Researchers and professional staff from other research organisations, REF2029 Team (Research England), professional associations, subscription services and networks, such as the Association of Research Managers and Administrators (ARMA).

	Main Duties:
To work closely with the Head of Research Quality and Policy and other members of the institutional REF team with a range of tasks to provide support in preparing and making the Research Excellence Framework (REF) 2029 submission. To support and collaborate with departments, faculty leads and PS divisions to ensure the highest quality submission aligning to REF2029 guidance. 

Specific responsibilities include:

1. Provide high-level support to service institutional REF meetings including proactive organisation of meetings, agendas, paperwork and following up on actions. 

2. To record REF2029 information in the research information management system (Pure) and check metadata records for the submission elements in line with REF2029 guidance.

3. To assist with the process of reviewing research outputs, impact case studies and Strategy, People and Research Environment statements for REF2029 in line with REF guidelines at institutional and unit of assessment level. 

4. To support the selection and/or development of the three REF elements as required which will include (but is not limited to) assisting with the gathering of quantitative and qualitative data evidence to substantiate the research environment as required and supporting any analysis of output selections.

5. Assist the Head of Research Quality and Policy and Senior REF Officer to develop REF2029 training workshops, guidance materials and to build up a bank of good submission examples, and to use these to provide guidance to academic and professional service colleagues.

6. To develop professional relationships and enable professional communications with academics and professional services staff including, but not limited to, web content development and updates, assisting with delivering presentations and workshops and answering ad hoc queries.

7. Any other duties as may reasonably be required by the Head of Research Quality and Policy, consistent with the grade of the post.
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