
THE BEATSON INSTITUTE FOR CANCER RESEARCH
JOB DESCRIPTION 


JOB DETAILS

Job Title: 		Communications & Research Management Officer

Department:		Research Management

Grade: 		CI3



ORGANISATIONAL ARRANGEMENTS

	
Accountable to:	1. 	 Head of Research Management



JOB PURPOSE

1. Assistant to Head of Research Management to support Research Management team services, including coordination of scientific reviews, and PhD student programme 
2. Support for external communications including BICR website and social media



DUTIES AND RESPONSIBILITIES

Research Management Administration

Assist Head of Research Management in compiling minutes for Group Leader mid-term reviews.

Assist HRM, as required, with the organisation of internal and external Institute meetings and reviews (e.g. Faculty, Advanced Technology Committee; preparing agendas and paperwork, and taking and compiling minutes).

Coordinate the advertisement of PhD opportunities as well as the organisation of PhD interviews, including collation of applications and references, shortlisting, organisation of diaries and invitations, preparation of agendas and coordination of practical arrangements – room bookings, etc.

Working with School of Cancer Sciences, University of Glasgow admin and PGR convener to register PhD students at the University of Glasgow as well as working with them to arrange for annual student talks, assessments and viva exams. 

Reply to requests for work experience from school pupils and undergraduate students. Coordinate the organisation of work experience weeks working with researchers, the Admin team and EDI champions.

Support group leaders/researchers in generating costings for commercial applications. Work with BICR finance and CRUK Commercial Partnerships to keep a record of MTAs and commercial applications.


Communications and Website

Prepare the annual report, including collating text and organising photography and other graphics for inclusion in the report. Maintaining an image bank for the Institute. Contribute content, as required.

Assist HRM in maintaining up-to-date databases of Institute publications, prizes and awards, and Group Leader committee membership.

Conduct a weekly review and update of the BICR website, in particular the research pages. Upload news items and other information as directed by the HRM. Review the look and feel of website from time to time, making suggestions for changes and implementing the same.

Social media (e.g. Twitter, Instagram) – updating feeds for the Institute on a daily basis, showcasing latest research and highlighting recent opportunities and developments at the Institute. This might include preparing short videos and other content.

Person Spec

Essential
Strong communication and writing skills with ability to interact with research scientists and business managers
Excellent organisational skills with ability to provide organisational support to the Research Management function of the Institute
Excellent team working skills
Technical capability or ability to learn website development and day-to-day support/administration, as well as familiarity with social media

Desirable
Understanding of, or aptitude for, understanding developments in biosciences
Attention to detail and a good eye for the visual presentation of information 
Desire to develop some editing skills 
Experience in Research Management function or similar
Experience of supporting website and social media

Qualifications
Educated to at least degree level in a scientific or media/communications discipline


