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Role Profile – Part 1

	Job Title:
	Nursing and Care Research Institute Administrator

	Reference Number:
	UNI4/JCa/450

	Salary:


	£18,000 per annum pro rata 

	Length of Contract:


	12 months 

	Working Hours:


	37 hours per week 

	Company: 

	University of Sunderland, School of Nursing and Health Sciences 

	Location:


	City Campus, University of Sunderland 

	Main Purpose of Role:

Key Responsibilities

and Accountabilities:


	The Helen McArdle Nursing and Care Research Institute was established in 2019, and leads on applied health research for Nursing, Midwifery and Allied Health Professionals (NMAHP)s.  Based in the School of Nursing and Health Sciences, the Institute works collaboratively with external partners to design and deliver research studies to improve health and care.

Based in the Helen McArdle Nursing and Care Research Institute, the post-holder will provide administrative support to the Head of the Research Institute and Research Fellows to contribute to the delivery of research and knowledge exchange projects to time and target, support the communications and engagement strategy and roll out, including supporting the Nurse Student Research Champion programme, to engage students with Institute activity and develop a student-focused arm of the Institute.
· Overseeing the administration of the Institute’s research projects, including preparing and sending out study documentation, assisting with ethical approval processes

· Assisting in the preparation of research bids through literature searching following protocols, downloading literature, and maintaining and electronic Endnote database

· Maintaining the Institute Research Activity Spreadsheets, organizing monthly meetings including agendas, minutes and action plans and keeping these up to date.

•
Arranging Student Nurse Champion meetings and overseeing the development of the Institute’s student webpage.

· Attend meetings as required to provide support for staff

· Completing purchase orders as needed and liaising with finance to ensure timely delivery.  

· Assisting to arrange speaker meetings and podcasts for the Institute in line with Institute Strategy.

· Make an active contribution to the Institute’s Continuous Improvement ethos of evaluating current systems and processes to look at better ways of working.

· Liaising with external organizations as appropriate.

· Working with Head of Institute and Research Fellows where appropriate to organize external meetings, including administration and follow up.

Any other duties as required to ensure the Helen McArdle Nursing and Care Research Institute continues to grow and increase research and knowledge exchange activity in line with Faculty and University strategic plans.


	Part 2A

Qualifications and Professional Memberships:

Key Knowledge and Expertise:

Key Knowledge and Expertise:
Part 2B: 
Key Competencies

Competencies are assessed at the interview/selection testing stage
	Essential:
Qualifications and Professional Memberships:
Degree (minimum BA/BSc) or equivalent qualification.

An understanding of and keen interest in health and social care research, in NHS and social care settings.

An awareness of research within health and care settings, and how research can improve patient care and service delivery

Experience of planning, organizing, and supporting projects.

Experience of coordinating multiple projects, project management and the ability to support the delivery of projects to time and target.

Be able to engage with a wide variety of audiences e.g. students, healthcare professionals and researchers

Proficiency in Microsoft Word and Excel

Demonstrable understanding of data protection and confidentiality in a health research context.
Desirable:
Understanding of electronic databases for research e.g. Endnote

Experience of providing administrative and project management support

Excellent interpersonal skills, and ability to develop effective working relationships both internally and externally. 

Strong communication and presentation skills, both verbal and written.

Effective project management skills, with the ability to handle multiple complex projects and work to deadlines.

Ability to learn and use Endnote® electronic database software, organizing, updating, and maintaining the database to a high standard

Strong literature searching skills and proficient in the use of electronic databases (e.g. PubMed, CINAHL, Google Scholar etc.) to search and retrieve literature in a systematic, organized manner, using key words and search protocols. 

The ability to maintain project databases and look for ways to continuously improve systems and processes to maximize operations processes for the Institute.

Flexibility and a positive approach to tasks, activities, and situations.

The ability to handle difficult and complex projects and situations.

Strong ability to work in a team and independently.

Possess outstanding attention to detail.

Initiative and a creative approach to problem solving.

Commitment to the principles of continuous improvement.
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