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UNIVERSITY OF LEEDS





Faculty of Medicine and Health

School of Medicine

Leeds Institute of Cancer and Pathology

Section of Patient Centred Outcome Research (PCOR)
Psychosocial Oncology and Clinical Practice Research Group 

Administrator/Project Manager for research programme (full-time)  
This post is available immediately to provide high quality independent administrative support for a large-scale research programme across three centres, funded by National Institute for Health Research of England, led by the Psychosocial Oncology and Clinical Practice Research Group at University of Leeds, based at St James’s Hospital, Leeds. 

A highly skilled and independently working administrator/ project manager is required to organise regular online meetings of co-applicants, collaborators from USA, researchers and patient advisers, keep minutes, support writing of formal reports to the funder and support all administrative tasks required for clinical research governance. With substantial relevant administrative experience in a busy office environment and experience in managing/delivering research projects in biomedical or social research area, you will have effective interpersonal, communication and organisational skills.  As an effective team member, you will work using your own initiative.  Attention to details together with Word processing (RSA II standard or equivalent), experience with electronic communications are also essential.  Experience of project co-ordination is essential and a working knowledge of website management is desirable.
The University of Leeds is committed to providing equal opportunities for all and offers a range of family friendly policies (http://hr.leeds.ac.uk/homepage/4/policies). The University is a charter member of Athena SWAN and holds the Bronze award. The School of Medicine gained the Bronze award in 2013.  We are committed to being an inclusive medical school that values all staff, and we are happy to consider job share applications and requests for flexible working arrangements from our employees.

This post is available immediately until 31st Aug 2017 (with a possibility of further funding) and will be located at St James's University Hospital.
University Grade 5 (£21,391 - £24,775 p.a) depending on qualifications and experience.
Informal enquiries to Dr Kate Absolom, e-mail k.l.absolom@leeds.ac.uk or Professor Galina Velikova, email: g.velikova@leeds.ac.uk
If you have any specific enquiries about your online application please contact Sharon Collins email s.collins@leeds.ac.uk or Nicola Johnson email n.johnson@leeds.ac.uk
It is anticipated that interviews will take place w/c 27th April
Job Ref: MHCAP1021     



Closing Date: 17 April 2015
Background
The Leeds Institute of Cancer and Pathology (LICAP)

Director: Professor Tim Bishop
http://medhealth.leeds.ac.uk/info/900/leeds_institute_of_cancer_and_pathology
The Leeds Institute of Cancer and Pathology addresses both laboratory based and clinical research into cancer with a major focus on translational science. LICAP is one of the largest cancer Institute’s in the country and has major financial support from the cancer charities. The laboratories and clinical research are all based on the St James’s site with laboratory activities being located in the Wellcome Trust Brenner Building and adjacent buildings while the clinical work is based within Bexley Wing. The Institute consists of eight Sections:  Epidemiology & Biostatistics; Experimental Haematology; Experimental Oncology; Oncology & Clinical Research (Clinical); Oncology & Clinical Research (Laboratory); Patient Centred Outcome Research; Pre-cancer Genomics; and Pathology & Tumour Biology.
Cancer Research UK Leeds Centre
http://www.cancerresearchukcentre.leeds.ac.uk
The Leeds Cancer Research UK Centre is a partnership between the University of Leeds, Leeds Teaching Hospitals NHS Trust and Cancer Research UK, which aims to harness the scientific power of Leeds-based cancer researchers to deliver improvements in cancer care at local, national and international level.  It fosters excellence in basic and translational research and offers services to all cancer researchers in Leeds, irrespective of their funding source.  Beyond research, the Centre is also keen to build stronger relationships with the local community, with patients undergoing cancer treatment, their carers, cancer survivors and the wider public.
Section of Patient Centred Outcome Research (PCOR)

(Psychosocial Oncology and Clinical Practice Research Group)
The Psychosocial Oncology and Clinical Practice Research Group, led by Galina Velikova, is based on the St James’s University Hospital campus.  It is part of the SOCR and within the Faculty of Medicine and Health, part of the Leeds Institute of Cancer and Pathology).  The group has a large and active patient-centred clinical research programme, funded by competitive national external programme and project grants. It also works closely with the Trust and Cancer centre management, nursing and medical staff on pilot implementation projects to ensure the translation of the research developments into routine patient care. .
The main focus of the research is on patient-centred assessment of cancer physical symptoms, adverse effects of treatment, patient functioning and holistic needs, using electronic questionnaires, aiming to improve the process and the outcomes of patient care.  The Group adopts a rigorous approach to studying the applications to clinical practice using randomised clinical trials designs to measure the effects of complex interventions.  We have expertise in questionnaire development and validation, qualitative and quantitative methods, as well as design and statistical analysis of clinical trials in psychosocial oncology and health services research.
Current research programme of the Group include
1.  A large 5 year multi-centre programme, called eRAPID, funded by the National Institute for Health Research of England (NIHR) to develop and evaluate an integrated web-system (QTool) for patients to self-report adverse events during and after their cancer treatment. The programme is a collaboration between 15 co-applicants and 3 centres, including participation of three NHS hospital Trusts and two Universities. eRAPID stands for electronic patient self-Reporting of Adverse-events: Patient Information and aDvice. eRAPID is electronic, allowing adverse events reporting from home/hospitals; integrated in routine care by documenting adverse events in existing Electronic-Patient-Records, generating alerts for severe adverse events and providing patient advice on mild symptoms. The research programme will test the eRAPID intervention in systemic treatment (chemotherapy and targeted therapies), radiotherapy for pelvic malignancies and surgery for upper gastro-intestinal cancer. 
eRAPID is taking place in three centres (Leeds, Manchester and Bristol) with co-ordination of research management and leadership from Leeds. A highly skilled and independently working administrator is required to organise regular online meetings of co-applicants, collaborators from USA, researchers and patient advisers, keep minutes, support writing of formal reports to the funder and support all administrative task required for clinical research governance.
2.  A multi-centre 3-year project funded by Cancer Research UK,  aiming to develop, introduce, and evaluate feasibility and acceptability of a system for patients to self-report adverse events and other Patient-Reported Outcome Measures (PROMs) in UK cancer clinical trials: Real-time Electronic Patient Outcome ReporTing of adverse events in UK cancer trials. (REPORT‑UK). The project is a collaboration between the Research group, the Clinical Trials Research Unit in Leeds, The Department of Non-surgical Oncology and the Department of Haematology at St James’s Institute of Oncology and the University of Bristol. The Leeds researchers provide the leadership and overall management of the project.
3. OPTIMAL project is an NIHR funded Clinical PhD, aiming to establish the feasibility of introducing an electronic system for patients to self-report adverse events during and after radiotherapy treatment for rectal and gynaecological cancers. 
4. Joint implementation projects with the NHS Trust and St James’s Institute of Oncology management, nursing and medical staff, such as electronic Holistic Needs Assessment by clinic nurses and innovative methods for collecting co-morbidity data from both patients and clinicians. 
5. Participation in ongoing relevant patient-centred and psychosocial studies and clinical trials on the NCRN (National Cancer Research Network) portfolio.
Main purpose of the post
To provide a comprehensive and high quality project management and administrative service to the researchers and collaborators on the NIHR eRAPID programme. The research group in Leeds comprises 8 to 10 researchers (including experienced research fellows, research assistants, nurses, data and IT managers). The wider group working on the programme involves senior researchers and senior clinicians from Leeds University, Leeds Teaching Hospital, Bristol University, The Christie Hospital in Manchester and senior researchers from the National Cancer Institute, USA.  You will work with minimal supervision, and report to the Research Group Leader (Prof Galina Velikova) and the Senior Research Fellow.
The role will involve assisting members of the project team in data management and clinical trial co-ordination and also working alongside other University staff and colleagues from the NHS.
Main Duties and Responsibilities
Project management and administration for the NIHR programme and the Research group
To organise regular online project management (GoToMeeting) and steering group meetings; and when required, to organise face-to-face meetings and subsequent co-ordination of travel and hotel requirements for participants. Some of these meetings will involve regular and direct dialogue with senior clinicians and researchers from the participating organisations in UK and in USA. 

Responsible for the provision of a full meeting service support for all of the afore mentioned meetings. This will include: 
· Provision of high quality secretarial service at complex meetings
· Coordination of senior individuals’ diaries to arrange suitable dates and times
· Booking venues in the university and hospital and continued liaison with venues on all arrangements (equipment, catering, etc.)
· Monitoring of costs incurred in organising meetings to ensure best possible use of public money.
· Liaising directly with senior researchers and clinicians to ensure accurate and timely preparation and circulation of agenda and other meeting information.
· Minute-taking during complex and technical meetings and subsequent write up of minutes and actions. Working closely with the senior research fellow and Prof Velikova to ensure accuracy and prompt circulation. Ensure that action points are followed 
· Contribute to the improvement of administrative procedures within the Programme and the Research Group, by suggesting changes to processes and reviewing best working practices.
· Use knowledge and expertise to work on a day-to-day basis without continuous reference to your line manager or programme lead.
· To maintain the Websites for the Programme and the Research Group, ensuring the information is kept up to date.  To organise the collation and uploading of relevant information on staff and research studies.
· To be a central point of contact for the Research group for visitors and staff general enquiries, co-ordination of estates and building maintenance.
· Using your own judgement and working with limited supervision, to deal with research-related correspondence as required: accessing emails and assess importance, action as needed, either autonomously or by liaising with team members or Prof Velikova to make decisions.  
· To maintain regular correspondence with the funder on issues related to the research studies, reports, and to work with the Institute Business Management team regarding financial queries/reports. 
· Receiving and dealing with incoming telephone calls in a polite and professional manner, using initiative to deal with queries where appropriate. These may include phone calls from patients participating in the studies.
· Development and maintenance of effective filing systems, personnel, finance and grant awards, ensure the files are up to date and confidentially protected. 
· To contribute as an active member of the team, respecting the work of other team members, building team morale and motivation, and upholding the values of the University.
· Proofreading, editing and input into the development of key technical and complex documentation including Operating Procedures and promotional material from a non expert / non scientific perspective.
· Word processing of correspondence, memos, reports, manuscripts and research documents, and as appropriate producing reports using presentation graphics. 
Research Governance related
· Maintaining the mandatory Research Governance documentation for all research studies. To take responsibility for compiling and maintaining master files for each project in the Research programme.
· Working closely with the research group in preparing Research Ethics Committee and R&D submissions, to prepare all relevant documentation and manage the submission process. Assisting in obtaining MREC, Site Specific and R & D approvals.
· Assisting in the training of research fellows, research assistants, nurses and others in matters relating to Research Governance, records keeping and data protection and security.
· Providing updates as required to the ethics committees including protocol and patient information sheet amendments.  Devising and maintaining a tracking system for all ethics committee correspondence
· Supporting the research fellows and assistants during active studies, including preparing study documents, arranging interviews, photocopying patient information sheets, sending letters, filing of trial records etc.
· Planning the management of the specific research projects, including the establishment and maintenance of office systems and adherence to project timescales.
· Liaising with clinicians and medical records staff to obtain access to patient case notes as appropriate and organising patient interviews, sending out letters to patients and consultants as necessary.
· In accordance with the Data Protection Act, handling confidential information in a discreet manner and ensuring that security of access to such information is maintained at all times
· Contributing to the production of major Research Group documents, eRAPID manuals for patients and staff manuscripts and future grant applications
· Collating information, and entering such information onto databases (eg Endnote, Reference manager, Access)
HR-related

· Responsibility for maintaining research staff regular supervision records (SRDS), Probation and Staff contracts list, checking lists and keeping managers reminded and informed of HR duties. Collating a range of information by running reports from SAP and entering such information onto databases (Access/Excel).
· Maintaining human resources record systems (eg time sheets, absence and annual leave records and personnel files) within the Research Group
· Responsibility for arranging Honorary NHS contracts/ Research passports and keeping up to date list of all LU staff. Liaison with appropriate HR colleagues, ensuring effective flow of information between the Research group and HR.
· Ensuring appropriate Honorary university contracts issued to NHS staff working within the Group
· Liaising on a regular basis with Prof Velikova’s academic Personal Assistant and NHS clinical secretary regarding organising meetings, conferences, travel and ensuring deadlines related to the Research programme are highlighted and followed through. Providing absence cover for the academic PA during holidays and unplanned absence etc.
Financial

· Your responsibilities will include procurement of goods or services.  You will be required to undertake relevant training / induction courses on basic financial and procurement procedures and regulations as well as training on specific financial packages (SAP) and web based purchasing (SIPR). 
· Raising requests for purchase orders and sales invoices as required ensuring they are correct and in line with University policy and VAT rules.
· Managing pre-authorisations, expense claims and associated fees forms against a set budget for the Research staff.

· Originating SAP purchase requisitions for the Group, Group leader, relevant conferences and meetings.
The job description provides a framework for the role and should not be regarded as a definitive list of duties and responsibilities, which will develop and change over time through natural progression. 
It is expected that the post holder will demonstrate a commitment to their own personal development within the post.
Relationships
The appointment will be made through the Section of Patient Centred Outcome Research (PCOR), Leeds Institute of Cancer and Pathology (LICAP).  The appointee will be directly responsible to Professor Galina Velikova and the Senior Research Fellow on a day to day basis, and through them to Professor Tim Bishop, Head of Institute, the Dean of the School of Medicine and Dean of Faculty of Medicine and Health.
University Values
All staff are expected to operate in line with the university’s values and standards, which work as an integral part of our strategy and set out the principles of how we work together. More information about the university’s strategy and values is available at http://www.leeds.ac.uk/comms/strategy/ 
Person Specification
Essential 
· Good general education (GCSE English Language at Grade C or above or equivalent)
· Keyboard skills to a minimum of RSA II or equivalent standard
· Evidence of relevant administrative experience in a busy office environment where the ability to meet tight deadlines is crucial 
· Experience in servicing complex groups and committees (including organising meetings, drafting text, producing minutes and following up action points)
· Experience in scientific project management in a biomedical or social research field
· Excellent IT skills with significant experience using Microsoft Office suite (Word, Excel, Access, Outlook, PowerPoint).
· Effective interpersonal and (verbal and written) communication skills.
· Excellent presentation skills.

· Ability to develop and maintain effective working relationships with all levels of staff, demonstrating an understanding of their pressures and perspectives
· Evidence of the ability to work effectively and responsibly without close supervision, using own initiative. 
· A high level of accuracy and attention to detail including checking the work of others
· Evidence of strong organisational skills with an ability to prioritise workload and work effectively under pressure. 
· Experience of arranging external meetings, conference and events which require complex arrangements, including organisation of national/international travel
· Willingness and commitment to undertake further training and development
· Proven ability to provide training and guidance to other staff members.
Desirable 
· Familiarity with medical and/or scientific research 
· Working knowledge of data processing/databases
· Experience of providing administrative support to research projects
· Experience of ethical, research and development and research governance processes
· Experience of University and/or NHS administrative procedures
· Experience of website management (e.g WordPress)
· Experience of using SAP/ SIPR
Faculty Information 

Faculty of Medicine and Health Information 

With more than 6,000 students, 1,600 staff and annual research income of £60m, the Faculty of Medicine and Health at Leeds is bigger than some universities. Leeds has one of the largest medical and bioscience research bases in the UK, and is an acknowledged world leader in cancer, cardiovascular, psychiatric, genetic, musculo-skeletal and health services research. Treatments developed in Leeds are transforming the lives of people around the world living with conditions such as HIV, TB, diabetes and malaria.

The School of Medicine

The School of Medicine at the University of Leeds is a major international centre for research and education. Our ambition is to improve health and reduce health inequalities, locally and globally, through excellent scientific research and the translation of that research into healthcare practice, and through the education of future scientific and clinical leaders who will advocate and practise an evidence-based approach. Our major strategic aims are to:

· Deliver outstanding research including basic discovery science through to applied health research that makes a significant difference to health.
· Produce exceptional graduates, clinicians, educators, doctoral and post-doctoral fellows whose learning has been informed and inspired by our research excellence and who will form the next generation of academic and clinical leaders.

· Develop and support knowledge transfer activities that flow from our academic activities. 

· Create and maintain an efficient and sustainable environment for research and teaching within an organisational culture and management style that enacts and supports the university’s core values of community, inclusiveness, integrity and professionalism.

The School of Medicine is organised into seven Institutes. All are committed to high quality research-led teaching, through their training of postgraduate research students, delivery of postgraduate taught courses, and its leadership in undergraduate teaching. The School works closely with the local NHS, having a number of jointly funded clinical posts to ensure this relationship is effective and strong for both research and student education.

Terms and Conditions

Details of the terms and conditions of employment for all staff at the university, including information on pensions and benefits, are available on the Human Resources web pages accessible via the links on the right hand side, or at http://hr.leeds.ac.uk/policies 

Disclosure and Barring Service Checks
A Disclosure and Barring Service (DBS) Check is not required for this position. However, applicants who have unspent convictions must indicate this in the ‘other personal details’ section of the application form and send details to the Recruitment Officer
Disabled Applicants
The post is located on Level 3, Institute of Oncology, Bexley Wing, St James’s University Hospital, Beckett Street, Leeds.  Disabled applicants wishing to review access to the building are invited to contact the department direct.  Additional information may be sought from the Recruitment Officer, email disclosure@leeds.ac.uk or tel + 44 (0)113 343 1723.
Disabled applicants are not obliged to inform employers of their disability but will still be covered by the Equality Act once their disability becomes known.

Further information for applicants with disabilities, impairments or health conditions is available in the applicant guidance.
