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JOB DESCRIPTION

Project Coordinator: Grace-net                   
Psychology Department
Vacancy Ref: Click here to enter text.

	Job Title: Project Coordinator: Grace-net
	Present Grade:	5S

	Department/College:	Psychology Department

	Directly responsible to:	 Project Principal Investigator, Lancaster University (John Towse)

	Supervisory responsibility for:	n/a

	Other contacts
		

	Internal:  Academic members of the project team including Prof Carolyn Downs (principal investigator), a wide range of Academic and Research staff across the University; Department professional services staff, including the Departmental Administrator and members of the Technical and Resources Team; Colleagues across Faculties and central Divisions.


	External:  Project partnership lead (Beacon Counselling Trust) and Gambling Harm Research – UK Evidence Centre; other national innovation partnerships; project partners (NHS foundation Trusts, city / county councils, public health practitioners, Steering Group members.


	Major Duties:
To contribute and assist in the management of Grace-net (Gambling Resilience and Community Engagement Network for Prevention, Protection and Recovery) – a new UKRI Innovation Partnership with multiple work packages, partners, and supporters.
Specifically to: 
Support the project leadership team in the strategic management of the UKRI programme.
Support the project team within and beyond Lancaster University in the establishment and development of the network including general administrative duties as required, coordinating arrangements for meeting, travel and accommodation, scheduling and managing of diaries; handling project budgets and authorising appropriate expenditures

To liaise with Lancaster University research services office (RSO), finance officers, project team members, and the funder (UKRI) to produce accurate financial and project reports when required.

To work closely with the project team to ensure timely processing of expense claims. 

To assist in the organisation of online and face to face meetings of the network as well as the organisation of work packages. Responsible for setting up meetings or event registrations; production and circulation of papers/event materials, organisation of venues and refreshments as required, minute taking etc.

To input, collate and analyse data from project-related activities (e.g. workshops, events) and provide data in an appropriate format to include in reports for UKRI, and the project management team.


To work with the project team on material development. Including document formatting and version tracking.

To provide guidance to new members of the project team regarding processes and procedures for procurement, travel and expenses as required.

To work with the project team and the university press office to maximise the profile of our research programmes through the lab website and other appropriate media. 

To undertake any other duties as required by the project PI.
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