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JOB DESCRIPTION

Job Title: 	Research Information Manager
Job Ref:	DLS031
Campus: 		Hendon 
Grade:			8
Salary:	£51,569 per annum pro-rata (for part-time staff) inclusive of Outer London Weighting rising to £59,282 incrementally each year.	
Period: 		Permanent 
Reporting to: 	Director, Library Services and Digital Skills
Reporting to 
Job holder: 	Repository Coordinator, Repository Assistant

Overall Purpose: 	

The post holder leads the Research Support team and is the University subject matter expert on scholarly communication.  They have overall responsibility for Research Information Systems (including but not limited to Research Data Management systems and the Research Repository); drafting and maintaining related University-wide strategies and policies; leading on related advocacy and the development of training resources. These activities support the University’s research strategy and make an important contribution to increasing research income and impact. 

A significant proportion of the work will involve collaborating with senior researchers across the University and colleagues in the Research and Knowledge Transfer Office.  Advocacy and raising awareness and understanding of research management issues amongst researchers will be important, so that use of the research information systems and understanding of key issues are further embedded within the research lifecycle. Networking with external contacts is an important part of the role.


Principal Duties:

1. Take responsibility for the design and delivery of a research information service, focusing on ways in which DLS can underpin and enable research activity across the University, through the implementation and development of systems and infrastructure as well as policies and advice, guidance and training.

2. Lead on the development of relevant policies to support the University’s research strategy, including open access and research data management policies for the University, working with relevant internal stakeholders (including Schools, Director of Research, RKTO, Marketing, University Records Manager etc.), and ensuring that policies meet the requirements of Research Councils and other external funders. 

3. Act as the University expert on scholarly communication issues, such as the management of and access to research outputs and research data (including funders data policies, REF requirements, open access developments, research ethics, copyright, intellectual property, freedom of information, metrics, etc.).

4. Work with other stakeholders to ensure that appropriate research data can be selected, stored and preserved for long term access and made available (where appropriate) to external researchers. This will involve consulting (on an ongoing basis) key stakeholders across the University to develop a researcher-centric service. 

5. Develop and improve working practices, procedures and systems to ensure efficient data curation practices and develop project plans and business cases to develop and enhance support and infrastructure in line with University requirements.

6. Work with the Repository Manager to ensure that the Research Repository provides an intuitive researcher focused platform which presents Middlesex research externally in an attractive and easily navigable format.  This will include leading consultation with key stakeholders to ensure that priorities such as deposit of full text articles are facilitated. Oversee the development and monitoring of service standards so that Schools and other researchers receive the support they require. 

7. Work to ensure that Research Information Systems are integrated with other University-wide and external systems wherever possible to improve the user experience for the researcher. This includes making sure that the appropriate software tools are in place to facilitate the effective storage, management and analysis of research outputs and data.  This will involve liaison with technical experts across the University and externally (e.g., University Records Manager, software vendors, organisations such as Jisc, DCC, data storage experts, software developers, Copyright Officer) to review, recommend and implement other research management systems and/or research data archives. It will also include (but is not limited to) the linking of research data and research outputs to the University’s Staff Profiles and other internal and external tools that increase the visibility of researchers and their research.

8. Put in place standards and tools to ensure effective access to and retrieval of research and research data over the long-term in line with best practice in the sector including metadata policies, authentication mechanisms, data curation techniques etc., and taking into account the specific requirements related to access to potentially sensitive research data.

9. Take responsibility for managing liaison with Faculties that raises awareness of scholarly communications issues, and highlights the significance of non-compliance and benefits of compliance to the organisation and to individuals. Facilitate the comprehensive collection of research outputs and research data and address the varying needs of research data management across different disciplines.  

10. Collaborate with the Library Liaison and Content and Experience teams in the development of library collections (print and online) that will support research activities, including assessment of transitional deals.  Ensure that decision making is evidence based and that value for money is central to the provision of materials and management of the learning material budget.  

11. Lead on the provision of training and support for researchers, particularly new researchers and post-graduate research students, on how best to manage and store their research outputs and data. This will include promoting resources, support and the role of the repositories in the research process, as well as assisting researchers with formulating Data Management Plans and fulfilling the Data Management Planning obligations of funders.

12. Provide strategic leadership and direction for the Research Support team. Manage performance through continuous review and annual appraisal and other relevant mechanisms, including personal development plans, and lead, develop and advise on the provision of in-house and external training to meet current needs and future developments in the service.

13. Work closely with the Director, Library Services and Digital Skills and other senior members of the directorate to develop services in a coherent and holistic manner, as well as action plans and budget planning, taking the lead on specific projects, as agreed.


Other duties
· Keep a watching brief on developments in scholarly communication / research information management and advise on their application in the University as appropriate. This will include collaboration with colleagues in national and international data centres, advisory and funding bodies and other higher education institutions over research data management issues and policies.

· Demonstrate a commitment to continuous professional development by attending conferences and appropriate training courses to keep up to date knowledge and expertise within the sector

· Undertake any other duties and specific projects as may reasonably be required by the Director, Library Services and Digital Skills.







PERSON SPECIFICATION

Job Title: 	Research Information Manager
Campus: 	Hendon 
Grade:		 	8

The essential criteria will be used to assess all potential candidates for this vacancy.  The evidence you provide and the examples you give showing how you meet each of the essential criteria will be assessed where marked on the person specification, by an (S) for shortlisting, (I) for the interview, (P) for a presentation and (T) for a test. 
 
Your supporting statement on your application form will be assessed to see how you meet each of the following criteria. 


Essential Requirements

Education, Qualifications, Experience, Knowledge, Skills & Aptitude

E.1  Qualification related to information management (librarianship, information science, records management or similar) or direct experience of the research process, including elements of research data management (S)
E.2  Awareness of key issues associated with scholarly communication (including the management of research and research data in HEIs) (S, I, P)
E.3  Experience with tools for managing digital assets or repository software (S, I)
E.4  Project management skills and experience of successfully managing projects to completion. (S,I)
E.5  Excellent IT skills, including familiarity with data formats and methods of data storage (S, I)
E.6  Strong communication, networking and interpersonal skills (I, P) 

E.7  Proven ability to deliver high quality teaching or training. (S, I, P)  
 
E.8  Excellent organisational skills including the ability to manage projects, work flexibly under pressure, prioritise and balance the workloads of yourself and others (S, I)
E.9  Proven ability to lead, develop and motivate teams and to develop effective working relationships across the university (S, I) 

E.10  Ability to think strategically and plan ahead in line with service and University priorities (I, P) 
 
E.11 A commitment to the University’s Equality and Diversity policy, and an understanding of how to implement this in managing staff and developing the service (S, I, P)

E.12  Demonstrable commitment to the University’s values and vision (I, P) 


Desirable
D.1  Postgraduate research degree qualification (S)
D.2  Experience of collecting and curating complex datasets – including longer-term archiving (S, I)
D.3  Knowledge of funders’ Research Data Management policies and requirements (S, I)

D.4  Experience of developing or improving a service (S, I)



No Parking at Hendon campus: there are no parking facilities for new staff joining our Hendon campus, except for Blue Badge holders. If you are applying for a post at our Hendon Campus please ensure you can commute without using a car. 

Information on public transport to Hendon can be found here: 
http://www.mdx.ac.uk/campus/campuses/docs/Hendon_campus_map.pdf 

We offer an interest-free season ticket loan, interest-free motorbike loan, and bicycle and motorbike parking and changing facilities. 

Flexible working applications (including part-time working) will be considered. The Research Support team is currently largely working from home.

The postholder should actively follow Middlesex University policies and procedures and maintain an awareness and observation of Fire and Health & Safety Regulations. 
If you wish to apply for this post please complete an application form found here: http://www.mdx.ac.uk/Assets/MUapform.doc 

Closing date for receipt of applications: xxxx

If you wish to discuss the job in further detail please contact 

If selected for interview, you will hear directly from someone in the Service, usually within 3 weeks of the closing date. If you do not hear from us you may assume that your application was unsuccessful.
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