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	Job Title
	Research and Engagement Administrator

	School / Service
	Office for Postgraduates, Research and Engagement

	Grade and Salary Range
	D

	Location and Hybrid working status
	Docklands (with some support at other campuses for events)

	Reporting to
	Director - Office for Postgraduates, Research and Engagement

	Responsible for
	N/a

	Liaison with
	OPRE Team members: School Research Degrees Leaders, Directors of I&I; PGR students; Finance; administrative colleagues in Schools, Services and collaborative partners; other UEL colleagues as appropriate; external bodies and organisations.

	Contract type
	Permanent (full-time)



Build your career, follow your passion, be inspired by our environment of success #BeTheChange 

THE UNIVERSITY OF EAST LONDON

If you are seeking a career that combines cutting-edge education with a passion for creating positive change, look no further than the University of East London. Founded in 1898 to meet the skills needs of the 2nd industrial revolution, we’re now in Year 5 of our transformational 10-year Vision 2028 strategic plan, spearheaded by our Vice-Chancellor and President, Professor Amanda Broderick.

Our goal is to advance industry 5.0 careers-first education and provide a clear path to the jobs and opportunities of the future. We are committed to driving diversity in the 5.0 talent pipeline, working in partnership to promote talent wherever it is found and creating a sustainable, inclusive, and green future.

But we can't achieve this goal alone. We need forward-thinking, innovative, and curious individuals like you to join our community and help us shape the future. As part of our team, you'll have the opportunity to work with a diverse range of people who share your passion for creating positive change. We’re an inclusive and welcoming community that is constantly moving forward, never satisfied with the status quo. 

If you're ready to join a team that values your unique skills and perspectives and is dedicated to making a difference, we invite you to explore a career with us. We are excited to welcome talented individuals who are committed to advancing their careers while making a positive impact on the world.

JOB PURPOSE 

The Research and Engagement Administrator will be a key member of the Office for Postgraduates, Research and Engagement and will plan, deliver and co-ordinate a range of administrative tasks in support of team and university wide processes, information capture and records retention around key initiatives and stakeholder engagement. The role holder will provide secretariat for the University Research Degree Sub Committee and for the Researcher Development Concordat Steering Group.
 
 
MAIN DUTIES AND RESPONSIBILITIES  
 
· To be responsible for the administration function in the Office of Postgraduates, Research and Engagement including providing support for diary management for the Director of the Office for Postgraduates, Research and Engagement. 

· To support the delivery of training and briefing sessions for PGRs, academic and administrative staff by ensuring that the Researcher Development Programmes are clearly articulated and visible to the range of internal stakeholders served and to co-ordinate the administrative aspects of these offers.

· To coordinate, collate and disseminate of a range of information including updating Teams sites, ensuring access for the intended audience, and gathering information in support of KPIs. 

· To provide the secretariat for University Research Degree Sub Committee and the Researcher Development Concordat: organising meetings and papers, taking minutes/notes and supporting the Chair with the organisation of agendas and papers and records maintenance and retention. 

· To provide support to team members to organise meetings, events and conferences in support of the Impact and Innovation Strategy: to organise event invitations, room bookings, catering, information and logistics alongside providing secretarial support for pre-event preparations, e.g., receiving and logging abstracts, award entries, etc.

· To administer all OPRE team Agresso purchase and sales order processes, maintaining accurate records of spend against each budget and ensuring all relevant processes are completed in a timely and compliant manner. This will include setting up new suppliers and ensuring full compliance with UEL financial regulations and processes.

· To support a range of meetings within the work of the OPRE team including organising meetings, taking minutes and maintaining the OPRE central Teams site.

· To support with the development and management of the OPRE website and intranet where needed.

· To undertake other tasks commensurate with the role as directed by the Director of OPRE and team/theme leads.



KNOWLEDGE, SKILLS AND EXPERIENCE
Essential
· Experience of providing administration support to a team, ideally gained within a Higher Education environment 
· Experience of servicing committee meetings and providing diary management 
· Experience of raising POs and maintaining financial records 
· Experience of managing a high volume of information and ensuring accurate records are maintained 

COMPETENCIES REQUIRED
· Ability to communicate clearly and with confidence verbally and in writing to a range of internal and external stakeholders 
· Ability to use Microsoft Office to communicate, to organise and share information efficiently and effectively 
· Ability to draft minutes, reports and action plans 
· Ability to organise and analyse data using Excel and to extract relevant information from a range of sources
· Excellent attention to detail and ability to work flexibly 
· Ability to work on own initiative with a minimum of supervision and as a member of a team 


EDUCATION, QUALIFICATIONS AND ACHIEVEMENTS

· Level 3 qualifications or relevant experience
· An honours degree or equivalent would be desirable

UEL are an inclusive equal opportunities employer and are proud of our Equality, Diversity and Inclusivity achievements. We expect all employees of UEL to embrace our EDI policy and will not tolerate discrimination in any form.

So, if you’d like to take your career to the next level with us here at the University of East London and are inspired by our environment and drive for success, we want you to apply today!





image1.png
University of
W%, EastLondon

Pioneering Futures Since 1898




