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	SECTION A: THE ROLE

	Job Title:
	Research and Knowledge Exchange (RKE) Officer

	Institute/Service:
	Research and Knowledge Exchange (RKE)

	Job Grade:
	Grade 06 (1.0 FTE)

	Job Family:
	Professional Services

	Job Location:
	Lancaster or Carlisle

	Responsible To:
	REF and Research Culture Manager

	Responsible For:
	RKE Administrative Assistant

	Role Purpose:

	The Research and Knowledge Exchange Directorate at the University of Cumbria is currently seeking an experienced RKE Officer. This is a particularly exciting time to join our Directorate as we are investing in several strategic programmes, bringing in additional capacity, expertise, and development opportunities.

Reporting to the REF and Research Culture Manager, the Research and Knowledge Exchange (RKE) Officer will play a key role in supporting and coordinating a broad range of RKE functions and processes. The postholder will contribute to strengthening the University’s research culture, ensuring robust research governance, and enhancing the visibility and impact of RKE activities both internally and externally through effective communications and event coordination.

A central responsibility of the role is to support the implementation and continuous development of research ethics, integrity, and governance frameworks, ensuring that all relevant policies, procedures, and regulatory requirements are consistently applied. The RKE Officer will also contribute to initiatives that foster a positive and inclusive research environment, promote best practice, and support continuous improvement.

In addition, the postholder will provide operational support for the University’s preparations for the Research Excellence Framework (REF), working collaboratively with academic and professional services colleagues to ensure the timely and accurate coordination of related activities.




	SECTION B: PRINCIPAL DUTIES/KEY OBJECTIVES

	
1.
	Support the implementation and continuous development of research ethics, integrity and governance frameworks, ensuring compliance with all relevant policies, procedures and regulatory requirements.

	
2.
	Contribute to the delivery of the University’s Research Culture Plan, enhancing the sustainability, inclusivity and vitality of the research environment to enable research excellence.

	3.
	Support the design and delivery of researcher development initiatives that strengthen research capability and foster a positive research culture.

	
4.
	Liaise with Marketing and Communications to promote research activity and outputs, and contribute to the preparation of internal and external communications (including emails, web content, social media and news stories) to enhance the University’s research profile.

	
5.
	Support the planning, coordination and delivery of the University’s Research Excellence Framework (REF) submission, ensuring alignment with external requirements and internal governance processes.

	
6.
	Provide effective secretariat support to RKE-related committees, steering groups and meetings, including agenda setting, minute taking and follow-up actions.

	7.
	Coordinate RKE-related events, workshops and engagement activities to support research culture and stakeholder engagement.

	8.
	Maintain accurate records and management information to support monitoring, reporting and continuous improvement of RKE activities.




Additional Information:
You will on occasions and in line with operational needs:
· Be required to work different hours including at weekends/evenings;
· Be required to travel to other campuses and sites as necessary.  

In addition to the duties listed here, you will be required to perform other duties which are assigned from time to time.  However, such other duties will be reasonable in relation to the grade. 

It is the University’s intention that this role description is seen as a guide to the major areas and duties for which the post holder is accountable.  However, the business will change and the post holder’s obligations will vary and develop.  The description should be seen as a guide and not as a permanent, definitive and exhaustive statement. 



	Person Specification
	Essential/ Desirable
	To be identified by:

	Qualifications
· Educated to RQF Level 3 (A Level, Scottish Higher or equivalent) or equivalent experience.

· Educated to RQF Level 6 (degree level or equivalent) or equivalent experience.

· Holding or working towards relevant professional qualification, membership of professional body such as the ARMA, AUA or Knowledge Exchange UK.
	
Essential 

Desirable 

Desirable
	
Application Form 

Application Form 

Application Form

	Experience
· Experience in a relevant administrative or coordination or research support role.

· Experience of working in a higher education or research environment, with an understanding of sector developments, policy and regulatory requirements.
	
Essential


Desirable
	
Supporting Statement /Interview


Supporting Statement /Interview

	Knowledge, skills and abilities
· Sound understanding of research and knowledge exchange (RKE) activities, processes and underlying principles. 

· Ability to act as a key point of contact for policies, procedures, systems and processes, providing clear and accurate guidance. 

· Strong organisational and time management skills, with the ability to plan, prioritise and deliver activities, events and projects effectively. 

· Analytical and problem-solving skills, with the ability to interpret information and support decision-making.

· Excellent written and verbal communication skills, with the ability to prepare reports and engage effectively with stakeholders at all levels. 

· Proficient in the use of IT systems (e.g. MS Office) and able to adapt quickly to new technologies, including web-based platforms. 

· Ability to work independently, use initiative and exercise sound judgement, while maintaining a professional and collaborative approach.
	
Essential


Essential 


Essential 


Essential 


Essential

Essential

Essential

	
Supporting Statement/Interview


Supporting Statement/Interview

Supporting Statement/Interview

Supporting Statement/Interview


Supporting Statement/Interview


Supporting Statement/Interview

Supporting Statement/Interview


	Other
· Commitment to the strategic plan and values of the University especially in relation to equality of opportunity at work, a healthy and safe working environment and the expected behaviours of an effective Leader.
	
Essential
	
Interview
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