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Job Description

	
Job Title: Head of Research Contracts
	


	
Department / School: Edinburgh Research Office
	



	Reports To: Director of Research Operations, Edinburgh Research Office 

	



Job Purpose

The Head of Research Contracts will lead a team in the provision of research contracting services, supporting the University’s research portfolio. The postholder will lead the Research Contracts Team who undertake contracting work across the spectrum of research activities, c.4,000 instructions per year, ensuring the University meets its regulatory and legal obligations. The postholder leads the provision of institution-wide contracting support for research and research-related work, ensuring excellence in delivery, policy, processes and customer service for our research community. The Head of Research Contracts will lead a transformation in current ways of working and continuous development of the services and team. 

Main responsibilities


	
	Approx.
% time

	Leadership & Strategy
· Lead the Research Contracts Team, in providing institution-wide contracting support for research and research-related work, ensuring a professional, high-performing and consistent service for researchers that is compliant with our regulatory and legislative requirements.
· Provide leadership and direction by advising the University on the evolving landscape of contracting for research and by building strong relationships with key internal stakeholders, including working closely with colleagues in Legal Services, translating their needs and priorities into effective services and operational strategies. Develop and refine policies and procedures to facilitate the practical implementation of these strategies.  
· Serve as a member of the leadership teams within the Research Operations Directorate and Edinburgh Research Office, leading on and contributing directly to the development of strategy, policy and practice.
· Articulate vision and role model excellence through your leadership of the Research Contracts Team building a strong, cohesive and ambitious team culture.
	30%

	Management and Operations
· Expertly manage a large team of specialists – maintain day to day operations and develop strong working relationships with service users.
· Responsibility for the delivery of ERO research contracting services, ensuring appropriate performance standards are achieved, monitored, and reported. 
· Responsibility for a framework of policies and procedures compliant with external and internal requirements.
· Develop and mentor the Research Contracts Team to build a motivated, dynamic, quality focused team, embedding a culture of continuous improvement and learning.
· Ongoing evaluation of operating systems and processes, ensuring that a rapid and responsive service is delivered. 
· Recommending and implementing innovative solutions to improve service quality and effectiveness; ensuring optimum use of staff resourcing.
	40%

	Subject Matter Expert
· Ensuring provision of expert technical and strategic advice and policy guidance to senior staff on research contracting matters, demonstrating ability to interpret and mitigate impacts for the University.
· Negotiate, on behalf of the University, a portfolio of complex, high-value, sometimes high-risk framework agreements and/or contracts.
· Provision of advice, guidance and support for research contracting activities, to ensure adequate consideration of implications of applications and award acceptance on wider research operations activities.
· Effective risk management and risk mitigation strategies including but not limited to ensuring the effective management of research awards through contracting mechanisms.

	20%

	Strategic Relationship Building
· Developing and maintaining strong working partnerships with colleagues, including Legal Services, College Deans of Research, Research Managers and Corporate Service Groups.
· Building and maintaining links with stakeholders including funders, peer group Universities and other partners, to ensure that good working relationships form a basis for close working.
· Act as a key interface with other Professional Services across the University, ensuring their understanding and buy-in to policy and process, reviewing and seeking resolution for any issues raised.

	10%




Planning & Organising
The postholder is responsible for providing a service that:
· is well managed and respected, both within and outside the institution;
· is delivered in an efficient and effective service manner, with a focus on the perspective of the academic community;
· provides effective guidance, support and service delivery, in line with strategy, policy, standards and process, informed by changes and best practice in the external environment;
· is well connected with external sponsors and stakeholders.

Problem Solving
Creative non-standard solutions and interventions, and appropriate planning and delivery against multiple deadlines, are frequently required. The post-holder will be required to manage a team of specialists and facilitate problem solving within and between teams. The postholder will be required to identify and embed good practice across the University in the context of the University’s legal, policy and risk management frameworks, ensuring the timeous development and start-up of successful research projects, working closely with Research Management networks.

Decision Making
The postholder will be expected to take decisions on a day-to-day basis proportionate to responsibility, risk and reputation both with an appreciation of and input to the University’s longer-term plans. The postholder will be required to take decisions that represent ERO and its leadership team both within the University and externally to a range of stakeholders.

Key Contacts / Relationships
The appointee will need to quickly to establish a University-wide profile, forge strong links with key stakeholders, build networks across the University and work in partnership with other Research Management professionals to ensure that the highest service is delivered. This will require managing individuals to work effectively as part of dynamic teams that can operate effectively in a complex and changing environment.

Internal:
· Director of Research Operations, Edinburgh Research Office (line manager)
· University senior management, including the VP for Research & Innovation, College Deans of Research, College Registrars
· Edinburgh Research Office colleagues, in particular the ERO Leadership Team and the Research Funding Team.
· Legal Services
· College Research Managers
· Edinburgh Innovations
· Development and Alumni Services

External: 
· Senior officers in UK Research and Innovation, research funding charities and foundations
· Senior officers in NHS Lothian and other NHS organisations 
· Senior contacts in peer group universities




Knowledge Skills and Experience

	Attribute
	Essential
	Desirable

	Education, Qualifications & Training
	· Undergraduate degree in a relevant subject
· Recognised legal or research contracts / management qualification
· Evidence of continuing professional development 
	

	Knowledge & Experience
	· Demonstrable experience of managing a large, complex and expert team responsible for volume frontline services
· Extensive experience with progressively increasing responsibilities
· Experience in resource planning, workload allocation and volume service monitoring
· Expert knowledge and substantial experience of research contracting in the UK and overseas, particularly in higher education. 
	· Proven track record of developing and implementing service improvements
· Experience at a senior level of research contracts at a research funding organisation, University or NHS Trust / Board
· Experience of risk management and risk mitigation strategies
· Experience of facilitating large contractual frameworks 


	Personal Attributes
	· Consistent confident management style with ability to motivate all types of individual
· Excellent communication and interpersonal skills, including report writing, presentation and discussion
· Be highly proactive, ability to think creatively, work cooperatively and productively in a large organisation
	


		

Dimensions

The postholder will head the Research Contracts Team (approx. 19FTE) who provide institution-wide contracting support for research and research-related work ensuring consistent approaches to workload, development, customer service standards and accessibility for service users. The postholder will have direct line management responsibility for 3 individuals. The postholder will be a member of the Research Operations Directorate Leadership Team and the Edinburgh Research Office Leadership Team.

If you require this document in an alternative format please contact HR by email at HRHelpline@ed.ac.uk or by telephone on 0131 651 5151. 
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