Academic Development Officer
Grade: SI3
Reports to: Head of Research Management

JOB PURPOSE
This role is to provide operational leadership and coordination of the CRUK Scotland Institute's PhD student recruitment and administration, supporting the academic development pathway from PhD student to post-doctoral researcher, and the delivery of student and post-doctoral researcher training programmes. The post holder will provide specialist advice, support and guidance for academic staff and postgraduates within the Institute, working closely with the Research Management team to contribute to postgraduate success at the CRUK Scotland Institute.

The role will involve PhD student recruitment, University admission support and stipend processing, facilitating the postgraduate experience, student and post-doctoral researcher training development and coordination, supporting students and post-doctoral researchers with good research practices, coordination of a formal postgraduate mentoring scheme, and related administration across the postgraduate lifecycle and the Research Management Team. 

MAIN DUTIES AND RESPONSIBILITIES
The postholder will be responsible for administration across the postgraduate lifecycle, from PhD student recruitment and onboarding through to thesis submission, viva examination and alumni tracking, and will provide support for student and post-doctoral researcher activities across the CRUK Scotland Institute. In addition, they will work with Research Management Team members and HR to develop, deliver and co-ordinate a robust training framework for students and post-doctoral researchers across the Institute. 

PhD Student Recruitment and Registration
· 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, including room bookings and related logistics. 
· Work with the School of Cancer Sciences, University of Glasgow administration and the PGR Convenor to register PhD students at the University of Glasgow and coordinate annual student talks, assessments and viva examinations.  
· Work with the live, dynamic database shared with the University of Glasgow. 
· Manage and co-ordinate all PhD student recruitment across the CRUK Scotland Institute. 
· Coordinate Centre non-clinical studentship recruitment
· Co-ordinate and manage the process from project advertisement to student onboarding while liaising with the University of Glasgow and the University of Edinburgh where required. 
· Promote Equality, Diversity and Inclusion (EDI) throughout the student recruitment and selection process by developing and implementing inclusive recruitment practices, widening participation initiatives and outreach activities that attract candidates from diverse backgrounds. 
· Manage all administrative support during PhD student registration. Work with the School of Cancer Sciences and Graduate School to register PhD students at the University of Glasgow. Provide students with advice on visa applications, housing, banking and council tax, liaising with HR and Finance where needed. 
· Organise and contribute to induction and onboarding sessions for new PhD students within the CRUK Scotland Institute. 
· Maintain oversight of potential externally funded PhD studentship calls and support the coordination of strategically aligned project submissions where appropriate. 
· Support the onboarding and offboarding of MSc students studying at the CRUK Scotland Institute. 
Learning and Development
· Support the development of a robust student and post-doctoral researcher training framework within the Institute, with relevant training opportunities across the postgraduate lifecycle. [ 
· Work with the Research Integrity, Funding and scientific teams to support the development, implementation and delivery of training courses. 
· Manage student and post-doctoral researcher training administration.  
· Implement a training competency system to log, track and record training for students and post-doctoral researchers. 
· Provide and disseminate information on Institute and University of Glasgow training opportunities. 
Good Research Practice Support
· Interact with the Head of Research Integrity to monitor good research practices and provide a point of contact for confidential discussions regarding any concerns. 
· Screen first-year PhD student literature reviews and PhD theses for text plagiarism. 
· Disseminate and promote research integrity-related policies and guidance. 
Student and Post-doctoral Researcher Support
· Provide pastoral support for PhD students, offering advice, guidance and signposting on academic or personal difficulties. 
· Provide advice on the PhD progression review and examination process, regulations and presentation of thesis at the Institute and the University of Glasgow for PhD students and academic staff. 
· Work with the CRUK Scotland Institute postgraduate representatives to organise and contribute to PhD student forums, social events and conferences, and coordinate activities with the University of Glasgow.  
· Co-ordinate a formal PhD student mentoring scheme, including supporting matching processes, maintaining records and gathering feedback to inform future improvements. 
Monitoring
· Manage an effective postgraduate monitoring system, co-ordinating deadlines and dates for PhD student talks, reports, progress forms, assessments and training
· Coordinate with the School of Cancer Sciences PGR Convenor regarding PhD student interruptions and extensions. 
· Maintain and update local postgraduate databases and spreadsheets, including a student alumni record. 
· Collate information on student outputs such as prizes, awards, publications and other achievements. 
· Participate in the development of future information systems and attend appropriate training. 
· Interpret instructions and issues arising and implement actions in accordance with administrative policies and procedures. 
· Maintain and update Institute postgraduate databases and spreadsheets. 
· Maintain a postgraduate student alumni record. 
Policies and Guidelines
· Provide information on University of Glasgow postgraduate policies to academic staff, postgraduates and Institute staff. 
· Implement postgraduate guidelines in accordance with the University of Glasgow Code of Practice and CRUK expectations for PhD training. 
Finance
· Manage and process postgraduate stipend and maintenance fee payments using University of Glasgow database systems. 
· Report stipends to the University of Glasgow on an annual basis.

