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Reports to: Research Funding Operations Manager

Job purpose
 

Job description
Job title: Research Funding Officer

Hours:

Salary:

Location:

Contract:

37 per week

£34,000 per annum plus benefits

Northampton

Permanent

To support the efficient co-ordination and
administration of the MND Association’s
recurring and ad hoc competitive research
funding rounds.
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Main responsibilities
 — Support the Research Funding Operations

    Manager to run the funding rounds for the
    various Association funding schemes
    throughout the year.
— Support in the organisation of the
    Biomedical and Healthcare Research
    Advisory Panel meetings.
— Communicate with panel members
    regarding conflict of interest, assessor
    allocations and panel documentation.
— Take responsibility for setting up funding
    rounds and other commissioning related
    tasks using the new Research Grant
    Management System. 
— Support the wider team as a Research
    Management System Subject Matter Expert. 
— Run fortnightly commissioning check in
    meetings with the Research Funding team. 
— Create detailed project plans for funding
    competitions with final approval by the
    Operations Manager 
— Create relevant Panel documents such as
    application summaries, agendas and other
    meeting documentation
— Create communications (eg. outcome
    letters) for research applicants ready for the
    Research Funding Operations Manager 
    to dispatch 
— Support the maintenance of the two
    Research Advisory Panels by keeping
    records up to date and sourcing new
    members when required in collaboration
    with the Research Portfolio team. 
— Assist the Research Funding Operations
    Manager in planning and set up of online
    and in-person Advisory Panel meetings.
— Maintain accurate records of research
    contacts (eg grantees, applicants, panel
    members, reviewers) on internal databases.

— Assist the Research Funding Portfolio
    Coordinators in sourcing peer reviewers for
    submitted applications and set up and run
    the peer review and rebuttal process 
    using the Research Grant Management
    System until this process is fully managed
    by the Ops team.
— Ensuring that Research Funding Portfolio
    Coordinators are identifying and sourcing
    qualified peer reviewers on time according
    to the commissioning timelines, 
    when needed.
— Support researchers in the submission of
    applications to specific funding schemes, in
    particular questions about using and
    applying through the Research Grant
    Management System.
— Ensure that applications to the Association’s
    research funding schemes are treated 
    fairly and equitably as described in the
    appropriate Research Governance 
    Overview documents.
— Assist in the process and template
    development and testing of the new
    Research Grant Management System.
— Work collaboratively with other Directorate’s
    in the Association to showcase the 
    research portfolio and document 
    impact and involvement.
— Management of team mailbox on days 
    when Research Funding Administrator 
    isn’t available.
— Respectfully challenge processes and make
    suggestions for improvements.
— Contribute to the strategic direction and
    operational effectiveness of the Association.
— Undertake any other task relevant to the job
    purpose and ensure that all functions
    performed reflect the Association’s 
    mission and core values.
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Essential criteria
 — Experience with digital systems, such as

    Research Grant Management Systems. 
— Experience with Microsoft Office,
    particularly Excel.
— Excellent communication verbal and written
    communication skills.
— Proven ability to process and check data
    accurately and consistently.
— Accurate numeracy skills and a strong
    attention to detail.
— Proven ability to work on own initiative.

— Flexible approach to a variety of work.
— Good time management, with the ability to
     prioritise and to work to deadlines.
— A thorough approach to record keeping and
    completing tasks.
— Degree in relevant scientific field (desirable) 
— Experience in research funding in charities
    or other relevant organisations, such as
    Government funders (desirable)
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