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JOB DESCRIPTION 

Details 

Job Title:  Contract Management Officer 

Department:  Research and Innovation Service 

Job Reports To:  
Director of Research & Innovation through the Commercial Projects Team 
Leader  

Location:  Luton 

Post Number: BEDS2236

Pay Point: Grade 6 – 1.0 FTE 

Context 

The University is committed to growth in income and diversification of its income stream. This 
includes the development of its range of innovation and enterprise related products, programmes and 
services. The Research and Innovation Service plays a central role in this and in achieving the 
University’s strategic aim to increase high quality research and research and enterprise grant capture 
and income. 

This post holder will support the Commercial Projects Team Leader and other senior service staff in 

providing high quality project management for Innovation Bridges, a programme of support for 
SEMLEP, OxLEP and Greater Cambridge and Greater Peterborough Combined Authority’s key 
industrial sectors, the role is funded by the European Structural Investment Fund. 

Key Elements (please tick as appropriate)

1. This post has MANAGEMENT RESPONSIBILITY YES NO X 

2. This job requires SAFEGUARDING YES NO X 

3. This is a KEY POST (i.e. must have nominated deputy) YES NO X 

Principal Accountabilities 

 Provide professional project support for Innovation Bridges, delivering value to academics
and external clients across the full range of innovation and enterprise activities.

 Assist in the delivery of both financial and non-financial reviews of Innovation Bridges

 Develop working relationships with both internal and external auditors and maintain high
standards and quality in the information provided to these auditors.

 In accordance with the Innovation Bridges project submission, support robust systems of data
capture, audit trails, publicity mechanisms, financial control and deliverables monitoring for
the European Structural Investment Fund Innovation Bridges project.

 Follow robust project management systems to ensure SMART objectives are met.

 Adopt a positive, flexible and professional approach at all times.

 Assist in costing of activities and financial aspect of activities, using specified and
recommended approaches and guidelines.

 Provide market intelligence and desktop social and economic impact research as required on
enterprise and innovation related themes.

 Assist with the planning of project activities, document projects and managing changes in
projects resulting from new or changed funder requirements.
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 Assist with the collation and presentation of management information on project progress, 
including financial information, targets, effectiveness of controls in place to manage the risks 
of Innovation Bridges and other related information. 

 Use initiative and creative approaches to resolve issues to the satisfaction of all concerned. 

 Work with service staff to ensure a high degree of contract compliance and effective use of 
time and resources are utilised to achieve project outputs. 

 Support senior staff in liaising with a wide range of internal and external contacts, including 
academics and professional staff and external clients. 

 Use University systems and procedures for business support, including the CRM system, 
research management support systems and other similar tools. 

 Undertake any relevant duties as directed by the Director of Research and Innovation, the 
Project Manager and the Commercial Projects Team Leader. 

Additional requirements 
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Person Specification 
 

  
Essential Criteria 

 

 
Desirable Criteria 

 
Evidence 

(Indicate were evidence will be 

assessed from ) 

 
Qualifications  

 A degree or equivalent professional qualification/experience in a 
relevant field of study 

 

 Postgraduate qualification and/or 
professional body membership 

 Application Form 

 
Knowledge  

 

 Project management principles and techniques  Knowledge of enterprise 
development programmes 

 Knowledge of Higher Education 
Institutions 

 Knowledge of managing project 
finances 

 Application Form 

 Interview 

 
Experience 

 
 

 Practical experience of applying project management principles 

and techniques 

 Successful handling of client and internal relationships 

 Experience within both HE and 

private sector 

 Experience of dealing with 
professional bodies 

 Experience of involvement in 
commercial/academic funded 

projects 

 Experience of B2B marketing 

 Experience of designing 
marketing materials 

 

 Application Form 

 Interview 

 
Skills /abilities/ 
competencies 

 
 

 Excellent planning and organisational skills 

 Excellent attention to detail 

 Initiative and problem solving capability to ensure successful 
progress of multiple projects 

 Ability to manage complex activities in a timely fashion 

 Excellent communication and presentation skills 
 

 

 

 Application Form 

 Interview 

 
Personal 
Attributes 

 
 

 Ability to communicate clearly and effectively at all levels 

 Ability to work as part of a team 

 Excellent interpersonal skills in dealing with both staff and the 
business community 

  Interview 
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 Ability to travel between campuses 
 

 
 



 

 

Example of HERA Competencies for Grade 6 Roles 
COMMUNICATION        

The Role Holder communicates with staff and the public about basic subjects that require little 
further explanation.  In addition, the Role Holder may also be required to receive, understand 
and convey information that needs more careful explanation or interpretation for others. 

For example, giving directions, information on opening times, responding to basic written 
queries.   

TEAM WORK AND MOTIVATION 

The role holder is required to be supportive and encouraging of others in a team; help to build 
co-operation by setting an example and showing a flexible approach to delivering team 
results; contribute to building team morale as an active participant in the team. In addition, the 
role holder is required to clarify the requirements; agree clear task objectives; organise and 
delegate work fairly according to individual abilities; help the team focus their efforts on the 
task in hand and motivate individual team members.  

LIAISON AND NETWORKING  

The role holder is required to carry out standard day to day liaison using existing procedures 
in order to ensure dissemination of information in the right format to the right people at the 
right time; build relationships and contacts to facilitate future exchange of information. The 
role holder is required to create or lead networks within the institution or externally in order to 
pass on information promptly; keep people informed to ensure co-ordination of effort and that 
work is done effectively.  

For example, a Role Holder who speaks with people from the wider University/people external 
to the University about basic subjects or to pass on information to other parties/staff.  In 
addition, actively working as part of a network to the benefit of the University.  

SERVICE DELIVERY 

The role holder is required to deal with internal or external contacts who ask for service or 
require information; create a positive Innovation Bridges of the institution by being responsive 

and prompt in responding to requests and referring the user to the right person if necessary. 
Contact is usually initiated by the customer and typically involves routine tasks with set 
standards or procedures. In addition, the role holder is required to deal with internal or 
external contacts where the service is usually initiated by the role holder, working within the 
institution's overall procedures or policies; AND OR understand and explore customer's 
needs; adapt the service accordingly to ensure the usefulness or appropriateness and quality 

of service (content, time, accuracy, level of information, cost). 

DECISION MAKING PROCESSES 

The Role Holders own decisions have a moderate impact on the University.  The role holder 
will also make collaborative decisions with others and play a role in contributing to others 
decisions.  Outcomes of both types of decision making will also have a moderate effect on the 
University.  

PLANNING AND ORGANISING RESOURCES 

The role holder is required to plan, prioritise and organise their own work or resources to 
achieve agreed objectives. In addition, the role holder is required to plan, prioritise and 
organise the work or resources of self and others within own area on a daily, weekly or 
monthly basis; plan and manage small projects, ensuring the effective use of resources; 
receive information from and provide information to others to complete their planning; monitor 
progress against the plan.  

INITIATIVE AND PROBLEM SOLVING 

The role holder is required to solve standard day to day problems as they arise; choose 
between a limited number of options which have clear consequences, by following guidelines 
or referring to what has been done before; recognise when a problem should be referred to 
others. The role holder is also required to use initiative and creativity to resolve problems 
where the optimal solution may not be immediately apparent but has to be assessed by a 
process of reasoning, weighing up the pros and cons of different approaches; identify and 



 

 

assess practical options; break the problem down into component parts. 

ANALYSIS AND RESEARCH 

The role holder is required to establish the basic facts in situations which require further 
investigation and inform others if necessary. The role holder is also required to analyse 

routine data or information using predetermined procedures and gathering the information 
from standard sources; work accurately to complete the task precisely as specified.  

For example, logging of IT or Health and Safety problems with the help desk.  In relation to 
information analysis, the Role Holder should be making use of standard processes that will 
assist the analysis of information. 

SENSORY AND PHYSICAL DEMANDS 

The role holder is required to carry out tasks at a level which would require either learning 
certain methods or routines or involve moderate physical effort.  

WORK ENVIRONMENT 

The Role Holder is required to work in an environment which is relatively stable and has little 
impact on the role holder or the way in which work is completed.  

For example, a stable office environment. 

PASTORAL CARE AND WELFARE 

The Role Holder is required to show sensitivity to those who may need help or, in extreme 
cases, are showing signs of obvious distress; initiate appropriate action by involving relevant 
people.  

For example, basic low level understanding of staff who are disgruntled.  The Role Holder will 
be aware of when situations are more serious and will then involve appropriately skilled 
people. 

TEAM DEVELOPMENT 

The role holder is required to advise or guide new starters working in the same role or unit on 
standard information or procedures. The role holder is required to train or guide others on 
specific tasks, issues or activities; give advice, guidance and feedback on the basis of their 
own knowledge or experience; deliver training. 

TEACHING AND LEARNING SUPPORT 

The role holder is required to provide standard information or deliver teaching or training to 

introduce students or others who are new to the area to standard information or procedures. 
The role holder is required to provide standard information or deliver teaching or training to 
teach or train students or others on specific tasks, issues or activities; assess performance 
and provide feedback during the event.  

KNOWLEDGE AND EXPERIENCE 

The role holder is required to apply working knowledge of theory and practice, sharing this 
knowledge with others as appropriate; demonstrate continuous specialist development by 

acquiring relevant skills and competencies.  

 
 
 


