
 
 

NOTE: This job description does not form part of the employee’s contract of employment but 
is provided for guidance. The precise duties and responsibilities of any job may be expected 
to change over time. Job holders should be consulted over any proposed changes to this job 
description before implementation. 

 
JOB DESCRIPTION 

 
Job title: Head of Research Office  

Reports to: Director of Student and Academic Services 

Grade: L1  

Purpose: 
 

To lead and manage the newly created Research Office to enable the University to achieve 
its strategic objectives for research and research income generation through the delivery of a 
high-quality and seamless researcher experience throughout the research cycle, delivering 
relevant University KPls and targets annually, ensuring timely management reporting and 
audit are undertaken, working collaboratively with academic and Professional Services 
teams. 
 

The post holder will also provide support for the University’s executive team in shaping 
the institutional focus for research & knowledge exchange (R&KE) agendas, engaging 
academic and professional support colleagues and facilitating effective and connected 
approaches, which are underpinned by the services provided by the Research Office. 
 

 
Principal Accountabilities: 
 
1. Lead on strategic development of the newly created Research Office; develop service and 

business models to meet the evolving needs and behaviours of researchers through the 
delivery of an effective, efficient and responsive service that enables the University to 
achieve its strategic objectives for research and research income generation. This will 
include ensuring all support and services are delivered using; common processes; 
standard documentation and guidance related to research proposals, contracts, grant 
applications, ethics and post award support; exploiting the University’s Virtual Research 
Environment (VRE) as the primary system, together with other systems developed for 
operation across the University; establishing measurable performance indicators to 
monitor the customer experience and delivery of results, and ensuring that all support is 
executed to high project, contractual and financial standards to agreed timelines. 

 
2. Support the University’s executive team in the development of policy and strategy for 

research in support of the growth of research and related income and the enhancement 
of the University’s reputation; work closely with senior role holders in Colleges, Research 
groupings and Professional Services to ensure consistency across all research related 



strategies; develop shared information sets, and replicate good practices where they are 
identified.  
 

3. Contribute proactively to the development of implementation planning for the strategy 
advising on the comprehensiveness of support for growth plans and ensuring they 
address requirements for institutional compliance with external and internal frameworks 
and regulations. This will include contributing to the development of the framework for 
research management information and reporting and monitoring performance across all 
activities. 
 

4. Enable the enhancement of the University’s research environment through collaboration 
with colleagues in Student and Academic Services, notably the Research and Scholarly 
Communications team; close working with the Centre for Teaching Innovation (CTI) and 
the Graduate School on researcher development; partnering with Research Finance; 
ensuring strong links with Corporate Partnerships; and developing positive and productive 
relationships with all other Professional Services and academic units which inform the 
research environment.    
 

5. Lead, in collaboration with Professional Services expert teams, the development of 
appropriate communication and advocacy channels and related content to disseminate, 
and maximise impact, of the University’s research and for materials regarding research 
policy, strategy, operational and regulatory frameworks, working in conjunction with all 
relevant academic and Professional Services units, in support of community 
engagement and communications. 
 

6. Lead the Research Office team, demonstrating good practice line management, 
ensuring that all relevant people management policies are effectively implemented in 
accordance with the University values and leadership and management competencies. 
Engage in personal development and to be a role model to all members of the group and 
wider department, committed to, and accountable for, developing the skills and 
capabilities of his/her staff. 
 

7. Lead and manage the development of an appropriate client mix of grant funding bodies, 
commercial research, government and other public or voluntary organisations with a 
demonstrable capacity for funding or commissioning research or collaborating with the 
University in its identified areas of strength; facilitating collaborative research across 
academic disciplines and other institutions/organisations; advising on risks, and 
informing decisions about levels of investment required to deliver targets. 
 

8. Lead, working in collaboration with the University’s executive team and other colleagues, 
the development of policies, procedures and enhancement activities which contribute to 
the University’s Code of Practice Governing the Ethical Conduct of Research, as well as 
codes from relevant external bodies; ensure the provision of definitive advice to 
academic staff, professional support staff and staff in partner institutions on the 
Research governance. 

 
9. Develop and enhance institutional capability for engagement with the Research 

Excellence Framework, ensuring systematic effective and efficient approaches are 
embedded in standard academic and professional support business processes 
throughout the assessment period, to facilitate the efficient preparation of a high quality 
REF submission, in conjunction with all relevant academic and Professional Services 
units. 
 



10. Collaborate with the strategic and operational business owners of the VRE to plan and 
implement developments to ensure that the VRE delivers effective and efficient 
management of the processes and procedures which underpin the activities of the 
Research Office and enable continuous improvement in services. 

 
11. Shape and contribute to the strategic development of the Directorate as a member of the 

Student and Academic Services Senior Management Team, working with other 
members of the team to integrate services and provide a coherent experience for 
students, researchers and teaching staff. Develop and implement an operational plan to 
deliver relevant University KPIs and targets annually. 
 

12. Deputise for the Director of Student and Academic Services at internal meetings, as 
required, and represent the University at external events and meetings, from time to 
time. The role holder will maintain business and professional networks that enhance 
research income generation activities.  
 

13. Undertake such other duties within their competence as may be requested by the 
Director of Student and Academic Services. 

 
Context  
 
The Research Office is a newly created team, bringing together various research support services to 
deliver a holistic and seamless experience for researchers and postgraduate students. It is key to 
enabling the University to achieve its strategic objectives which relate to research and to increasing 
research income. The team make a significant contribution to University metrics, notably the Research 
Excellence Framework (REF). 
 
Research income includes all grants and contract activities and appropriate activities related to some 
Knowledge Transfer Partnerships. 
 
The Research Office will work in partnership with the key stakeholders and organisational groupings 
that result from the review of research structures which is taking place in 2017/18.  
 
The Research Office is responsible for: 
 

 Pre-award advice and guidance 

 Post-award support 

 Maximising research impact and supporting REF 

 Research ethics and integrity 
 
The team collaborates with Professional Services staff, academic colleagues and teams throughout 
the University to deliver a range of research-focused activities in addition to its primary responsibilities, 
for example researcher development, support for supervisors, dissemination of research outcomes. 
 
The University’s Virtual Research Environment (VRE) is used to manage many of the Research Office’s 
activities. The team work closely with the VRE strategic business owner (Director of Student and 
Academic Services) and the VRE operational business owner (Head of Research and Scholarly 
Communications) on its development and application to deliver an effective, efficient and user-focused 
service. 
 

The role holder is responsible for horizon scanning to maintain a detailed knowledge of the 
HE Sector and the wider external national and international environment to inform potential 
future developments in R&KE. This will include; engaging in professional networks, sector 
activities and internal collaborations to benchmark and share good practice; collecting and 



collating intelligence related to R&KE agendas; providing expert advice on matters relating to 
policy and sector developments. 
 
The Research Office forms part of Student and Academic Services (SAS), thus ensuring a strong 
relationship between student facing services and those for researchers in recognition of the synergies 
between teaching and research. 
 
SAS provides professional, efficient, effective and consistent researcher and student-focused support 
and services across the University’s main sites in the West End and at Harrow. It will lead on 
professional support for a wide range of governance, research, learning and wellbeing interventions 
that enhance the experience of students, staff and alumni throughout their relationship with the 
University.  
 
The service components of SAS are: 

- Advice and Funding 
- Careers and Employability Service 
- Disability Learning Support 
- Interfaith Advice 
- Learning Innovation and Digital Engagement 
- Library Services 
- Research and Scholarly Communications 
- Research Office 
- Student Residences 
- Student Counselling 
- University Records and Archives 

 
All SAS appointments are made on the understanding that staff will serve at any of the service points 
should the need arise.  
 
The post is based in the West End but the post holder may be expected to work at any of the 
University sites as required. 
 
All Departments are expected to think creatively about the effectiveness of the University’s 
administration and to initiate change and innovation in accordance with the needs and expectations of 
Westminster as a modern, professional, international university. Key to the success of the professional 
support functions is the need to continue to develop positive, forward-looking, relationships with 
academic colleagues and to foster a service ethos whereby efficient, effective and consistent support 
frameworks, policies and processes are developed in partnership with academic colleagues; 
innovation is supported and encouraged, and all activities support the achievement of University 
objectives by enhancing the quality of the student and staff experience. 

 
 
As a senior member of Professional Services, the role holder proactively drives change in 
Professional Services and the University by: ensuring staff participate in development and change 
activities; embracing and using continuous improvement tools (Investor in People and Customer 
First) to set challenging standards and improve delivery through their implementation and modelling 
commitment to the University brand. 

 
To have an understanding of individual health and safety responsibilities and an awareness of the 
risks in the work environment, together with their potential impact on both individual work and that of 
others. 

 

Dimensions 

• Line management responsibility for 3 direct reports and indirect responsibility for the 

leadership of an additional 4 staff, with a staffing budget of approximately £425K, 

including circa £37K to be raised from research grants 



• Non-pay budget responsibility (to be determined, reviewed annually). 

• Responsibility for the deployment of project budget(s) and/or associated financial 
records  

• Deputising for Director of Student and Academic Services 

• Member of Student and Academic Services Senior Management Team 

• Member of all relevant University Committees and working groups 
• The University operates seven days a week and some services are open in the 

evenings and weekends.  This might on occasion require the working of unsocial 
hours. 

 
Key Relationships 
 Members of the University’s executive team with research responsibilities 
 Senior leads for research units 
 Chairs and members of Research Committee and University Research Ethics 

Committee 
 Senior staff in the CTI 
 Director, Graduate School 
 Senior staff in Corporate Partnerships Team 
 Heads of College 
 Heads of Schools 
 Director of Finance 
 Research Finance Manager 
 Director of Information Systems and Support 
 Director of Planning and Performance 
 Director of Human Resources 
 Academic and Professional Services managers with responsibilities for promotion of 

University Services 
 Associate Director, Quality & Standards, Academic Registrars Department 
 Peer role holders from other Universities 
 Relevant external professional bodies including, ARMA,  AURIL,  Institute  of  

Knowledge Transfer 

 
 
  



Person Specification 
 
 Essential criteria Desirable Criteria 
 
Qualifications 

 
 A relevant first degree or equivalent 

practical experience that demonstrates 
required levels of knowledge and skills 
 

 A relevant professional qualification  or  
successful CPD  programme  
completion e.g. ARMA,  AURIL,  
Institute  of  Knowledge Transfer 
 

 A management qualification or 
equivalent practical experience that 
demonstrates relevant levels of 
knowledge and skills (Level 5 or 
equivalent) 

 

 
 A relevant higher degree 

or equivalent practical 
experience that 
demonstrates relevant 
levels of knowledge and 
skills 
 

  
  

 
Training and 
Experience 

 
 Demonstrable experience of 

successfully applying for funding: 
writing bids, drafting formal documents 
e.g. business cases, tender 
applications and guidance documents 
for public and internal consumption. 
 

 Experience of leading, managing and 
motivating a professional team to 
internal and external professional 
requirements 

 
 Experience of working with financial 

information including full economic 
costing of research proposals and 
managing budgets, applying financial 
regulations at an institutional level 

 
 Experience of effective resource 

management, including prioritising and 

 
 Competence with 

corporate management 
databases e.g. finance 
and Human Resources 
systems with employee 
and manager self-access 

 
 

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  



 targeting of resources within approved 
budgets and planning and prioritising 
deadline driven working 
 

 Experience of working in a research 
and/or knowledge transfer 
environment, preferably including 
experience of income generation 
 

 A successful track record of delivering 
on projects in line with contractual, 
financials standards and agreed 
timeframe. 
 

 Experience of full economic costing of 
research proposals 
 

 Demonstrable experience of planning 
and resourcing awareness raising 
campaigns in a professional 
environment 
 

 Expert knowledge of University 
structures, UK Government policies in 
education, external agencies and 
legislative requirements and the 
international operating environment 
 

 Knowledge of external frameworks and 
compliance relevant to HE 
 

 Experience of contributing positively as 
a member of a senior team with the 
accompanying demands and 
responsibilities 
 

 Evidence of working with a cloud based 
platform to capture  client/ funder 
information and manage opportunities 
through the opportunity pipeline 

 
 Experience of managing budgets, 

applying financial regulations at an 
institutional level. 

 
 Experience in planning and prioritising 

deadline driven working 
 
 Understanding of project management 

processes and practices 
 

 Proven experience of researching and 
drafting complex and detailed 
documents for a range of audiences 
both internal and external 
 

 Clear evidence of political acumen and 
proven ability to influence, negotiate 
with and inspire colleagues to act 

 



towards a common purpose as a 
means of achieving desired outcomes 

 

 Successful implementation of large 
scale systems/process improvements 

 

 Proven understanding and experience 
of developing commercial contracts  

 

 Experience of managing high quality, 
responsive and cost effective services, 
both directly and through partnerships 
where appropriate 

 

 Proven experience of securing working 
relationships and developing these to 
secure new business. 

 
 Demonstrate the ability to work to high 

professional standards and tight 
deadlines. 

 

 
Aptitude and 
abilities 

  

  Personal and political ability to balance 
being able to advise and influence in a 
non- confrontational and non-directive 
but assertive manner 
 

 

  Ability to write coherent, focused and 
concise reports, minutes and policy. 
 

 

  Ability to work under pressure to tight 
deadlines while applying quality 
standards to all tasks and ensuring that 
nothing is overlooked. 

 

  
 Ability to work flexibly, taking account 

of new information and/or changed 
circumstances and modifying 
understanding of a problem or situation 
accordingly 

 

  
 Able to deal effectively with 

unexpected, situations, taking 
advantage of opportunities and 
overcoming problems  

 

  
 Ability  to  project  and  promote  a  

confident responsible and resilient 
attitude 

 

   
 
Personal 
Attributes 

 
 Must share and exemplify  the  

University’s values 

 



  Comfortable with ambiguity and rapidly 
changing agendas  
 

 Good leadership qualities, drive, and a 
credible and persuasive approach 
 

 Committed to personal development, 
supportive and facilitative 
 

 Integrity and independence of 
judgement 
 

 Tact, sensitivity and diplomacy in 
dealing with external bodies, students 
and staff at all levels. 
 

 Adaptability and the flexibility to remain 
responsive to new ways of working and 
new challenges. 
 

 Self-confident 
 

 Efficient and reliable 
 

 Fully committed to creating a 
stimulating learning and working 
environment which is supportive and 
fair, based on mutual respect and trust, 
and in which harassment and 
discrimination are neither tolerated nor 
acceptable.  

 

 
  

 

  
  

  
  
  

 
Other 
 

 
 Willingness to work long hours on 

occasion 
 

 Willingness and flexibility to undertake 
overnight stays and occasional 
weekend working 
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