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Research Officer
Scleroderma and Raynaud’s UK
Job Pack
Scleroderma & Raynaud’s UK (SRUK) is the only UK charity dedicated to improving the lives of people affected by Scleroderma and Raynaud’s Phenomenon. We exist to improve awareness and understanding of these conditions, to support those affected, and ultimately to find a cure.
We deliver our work through four key themes: Empowerment, Awareness, Healthcare, and Research. Through these, we aim to bring about real and lasting change for people living with Scleroderma and Raynaud’s.
We are at an exciting point in our journey towards ensuring that no one has their life limited by these conditions. As part of this, we are looking for a motivated and experienced Research Officer with excellent organisational skills and a proactive, empathetic approach.
Working closely with the Head of Research, the Research Officer will play a key role in delivering SRUK’s research priorities. This includes helping to deliver the annual research grant call, overseeing the administration of the SRUK Patient Registry, and managing the delivery of the ‘Patients as Research Partners’ offering. 
This is an exciting opportunity for someone with strong organisational skills, self-motivation, and prior experience in research administration or patient involvement to join a small, collaborative team making a real impact for a rare disease community. 
Further information about SRUK can be found on our website: https://www.sruk.co.uk/

Job Title:	Research Officer 

Hours:	Full-time or part-time (flexible for the right candidate), Permanent
Salary:	£28-35k (depending on skills and experience)
Reports to:	Interim Head of Research 
Location: 	Hybrid (Home-based with 2-3 days totalling 5 days over two weeks, in the SRUK offices in Scleroderma & Raynaud's UK, Bride House, 18-20 Bride Lane, EC4Y 8EE or at SRUK events)
Purpose of Role
The Research Officer is a role within the Research Department, designed to provide administrative and coordination support to SRUK’s growing research and patient engagement activities. The role will support the delivery of SRUK’s Research Strategy, particularly the coordination of research grants administration, patient registry management, and the development and facilitation of patient and public involvement in research (PPIE). The role will also support wider health information and support services work as required.
This is primarily an administrative role, suited to a highly organised, conscientious individual with a keen eye for detail, excellent communication skills, and an empathetic approach to working with people living with long-term or rare conditions.

PERSON SPECIFICATION

The successful candidate will be an empathetic, self-motivated, and highly organised communicator with proven experience supporting patients, the public, or research communities. They will bring strong digital and interpersonal skills, alongside the ability to support our research community, as well as patient involvement in research. The ideal candidate will be comfortable managing multiple projects, with a keen eye for detail and a commitment to improving outcomes for people affected by Scleroderma and Raynaud’s.

Key Responsibilities:
1. Grants Administration:
· Support the full lifecycle of SRUK's research grant programmes, including application processes, peer review, award management, and post-award monitoring.
· Coordinate grant Panel meetings, take accurate minutes, log actions, and ensure follow-up.
· Maintain grant databases, track invoices, monitor research outputs and impact.
· Act as first point of contact for grant awardees and manage correspondence through the Grants Inbox.
· Work closely with grant awardees to ensure timely reporting. This includes following up with awardees post grant closure to ensure the organization can track impact of awarded grants. 
2. Patient Registry Coordination:
· Provide administrative support to the SRUK Patient Registry, including coordinating Steering Group meetings, Governance meetings and communication with relevant stakeholders. 
· Ensure compliance with research ethics, data protection (GDPR) and information governance standards. 
· Support the monitoring of Phase 1 of the SRUK Patient Registry, as well as development of Phase 2. 
3. Patient and Public Involvement in Research (PPIE) Coordination:
· Manage the development and running of SRUK's "Patients as Research Partners" course, ensuring inclusive, meaningful engagement of people with lived experience of scleroderma and Raynaud’s in research activities.
· Coordinate opportunities for people with lived experience to be involved in research design, priority setting, and dissemination.
· Provide logistical and administrative support for course activities, including workshops, course scheduling, supporting training needs, and gathering feedback.
· Maintain accurate records of involvement and prepare evaluation reports.
4. Communications and Reporting:
· Contribute to the production of research and impact communications in accessible formats, working with the Communications team as needed.
· Work closely with the Information Officer, providing support in the development of patient information content
· Support the maintenance of research content on the SRUK website and other channels.
· Help respond to enquiries related to SRUK-funded research or patient involvement.
· Support the use of research information across organisational areas such as Fundraising and Services. 

Person Specification:
Essential:
· Strong organisational and administrative skills with attention to detail.
· Demonstrable ability to manage multiple projects and deadlines.
· Ability to work in an agile and fast-paced environment. 
· Excellent interpersonal and written communication skills.
· Experience working with people with lived experience, ideally in health, social care, or research settings.
· Understanding of data protection, confidentiality, and ethical issues in research.
· Knowledge of or willingness to learn about rare diseases, research funding processes, and patient involvement.
· Conscientious, empathetic, inclusive, and proactive approach to work.
Desirable:
· Experience supporting research grant management, registries, or patient databases.
· Familiarity with Patient and Public Involvement in Research (PPIE) principles.
· Experience in creating and managing research communications materials, including reports, summaries, and outreach content.
· Experience of working in a charity, academic, or healthcare environment.

What We Offer:
· Flexible, remote-friendly working culture
· 25 days annual leave (pro rata) + bank holidays
· Employer pension contribution
· Professional development opportunities
· A supportive, passionate team improving lives through research and patient-centered services

Appointment will be subject to receipt of satisfactory references.
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