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JOB DESCRIPTION
Practice-based Research Support Administrator

	Job Title:	Practice-based Research Support Administrator
	Present Grade:	5

	Department/College:		School of Arts 

	Directly responsible to:		School Officer 

	Supervisory responsibility for:	n/a

	Other contacts

	Internal:
Academic and Professional Service Staff; Faculty Research Director, University Research Support Office; University Finance Office; University Conference Office; FASS Web Team


	External:  
UK Research Councils; Attendees of Research events; Staff and students of other universities; Members of the Business Community; Research collaborators; Visiting Research Academics, 

	
Major Duties:

· To provide research support for development of practice-based portfolios for submission to UoA32, and/or other UoAs within FHASS where appropriate.

· Using a software platform such as InDesign, produce portfolios for each output, in consultation with the author/s, UoA leads and the HoS.

· To develop conceptualisation, textual development, and visualisation for practice based portfolios for REF29 submission.

· To develop knowledge and understanding of the best way to present portfolios against REF criteria and in alignment with REF29 Guidelines.

· To develop REF29 practice-based portfolios to a professional standard. This includes development of visualisation materials and textual submission.

· To support the REF29 planning for the School of Arts
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