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Job Description 

	Job title
	Research Data Officer

	Department
	Library

	Grade
	FA6




	Job purpose (a brief summary of the role)
	This role is part of a team supporting excellent research support and innovation practices at the University of Warwick. The role engages researchers and other relevant colleagues and stakeholders with the principles and practice of research data management through the effective promotion and delivery of a range of relevant and accessible research data management (RDM) services including technologies, advice, advocacy, and training.

The post holder will be responsible for line managing temporary project staff and will coordinate and lead projects involving a number of departments.
 

	Duties and responsibilities
	1 Coordinate development and provision of effective, scalable, and efficient research data management services for the University and ensuring enquires to the service mailboxes are handled efficiently and effectively, with protocols in place to cover planned and unplanned leave. Maintain an overview of data creation and management of data within the University, reporting and acting on this to support compliance with funder and University research data management policies.

2. Design and deliver advocacy, outreach, training and promotion materials and activities to promote best practice in research data management and increase researcher engagement with relevant policies and services; equipping researchers with an understanding of open data principles and practices and liaising with relevant colleagues and agencies to ensure awareness of and access to infrastructure to promote adoption of open data practices.

3. Work closely with the Research Data Manager, the academic community and relevant partner agencies to scope, plan and lead projects to implement and improve infrastructure, tools, policies, procedures and workflows for research data management and curation.

4. Work closely with colleagues in relevant departments such as Research and Impact Services and IT Services to maintain an overview of data creation and data management planning (DMP) practices within the University, regularly reporting and acting on this to continually improve services ensuring DMP commitments can be met and supporting compliance with funder and relevant University policies.

5. Work with the relevant colleagues to ensure library staff are equipped with the appropriate level of RDM knowledge and skills so that agreed service levels and service models can be sustained.

6. Maintain repository research output metadata, including responses to requests from academics requiring help and advice to deposit their data.
7. Identify and take part in relevant initiatives and groups to promote data management planning, open data deposit, establishment of proportionate data management technologies and infrastructure, and to share emerging research data management practice.

8. Maintain professional awareness of research data management issues and developments, including international, national and funder initiatives, and engage with relevant external bodies on behalf of the University and its interests in this area.

As required, undertake any other duties commensurate with the role.











	Person Specification
The Person Specification focuses on the essential and desirable knowledge, skills, experience and qualifications required to undertake the role effectively.  This is measured by (a) Application Form, (b) Test/Exercise, (c) Interview, (d) Presentation. 


	Essential Criterion No.
	Essential Criterion Description 
	Measured by

	E1
	Educated to degree level/equivalent or equivalent significant work experience.
	A
	E2
	Postgraduate qualification or equivalent in a relevant discipline.
	A
	E3
	Experience of supporting research data management activities or working with research data. 
	A & C
	E4
	Experience and understanding of the research data life cycle and familiarity with guiding principles for scientific data management and stewardship – Findable, Accessible, Interoperable, Reusable. 
	A & C
	E5
	Demonstrate understanding of the issues associated with research data management and data sharing, e.g. policies of research funders regarding open data and an understanding of copyright, intellectual property, ethical and security issues as related to research data management.
	A & C
	E6
	Experience of providing advice and handling enquiries, particularly to an academic (or similar) audience.
	A & C
	E7
	Experience of project management, including planning, organisational, analytical, time management skills and the ability to exercise initiative and determine priorities in planning own workload.
	A & C
	E8
	Awareness and understanding of the infrastructures and technologies that support effective data management practices in Higher Education.
	A & C
	E9
	Excellent IT skills and a demonstrable interest in ongoing skills development in this area.
	A
	E10
	Interpersonal and influencing skills, including a proven ability to communicate effectively with colleagues and service users at all levels, and to build positive working relationships.
	A & C
	E11
	Excellent communication and presentation skills, including the ability to explain complex information to a wide variety of audiences, write formal papers and reports, and experience of planning and delivering training.
	A,C & D
	E12
	Ability to work independently and as part of a team and experience of cross-team or matrix working.
	A & C
	E13
	Ability to work collaboratively in a complex environment with a range of partners and stakeholders and proven advocacy and stakeholder engagement skills.
	A & C
	E14
	Champions equality, diversity and inclusivity in professional behaviours and working practices.
	A
	E15
	
	Choose an item.



	Desirable Criterion No.
	Desirable Criterion Description 
	Measured by

	D1
	Experience of working with repository software, systems for research or research data management, or tools for managing digital assets.
	A
	D2
	Experience of undertaking postgraduate research.
	A
	D3
	
	Choose an item.
	D4
	
	Choose an item.
	D5
	
	Choose an item.
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