
 

1 
 

 

 
 
 
 
 
 

 

 
 

  

 
 

Director of Research Services 

Candidate Pack 
 

November 2017 

 



 

2 
 

 

 
 

Introduction 
 

Overview of the role 

The University of Oxford is a world leader in research, knowledge exchange and innovation. Its 
portfolio covers an exceptionally broad range of disciplines and has a strong interdisciplinary 
character. The scale of its activity is the largest in Europe, and it is currently the most successful 
UK University in obtaining funding for research and for technology transfer. The research 
funding portfolio is also highly diverse. The University holds grants and contracts from a range 
of external sources, including industry, charities, research councils, the European Commission, 
and overseas foundations. Income from such organizations will exceed £600 million this year. 

 

Research Services is part of the University Administration and Services Division and works in 
partnership with the academic divisions and their departments and faculties to support Oxford’s 
researchers. Their mission is to: 

 
 Support researchers to secure funding for research, training, knowledge exchange,    

public engagement and innovation. 
 

 Advise and support researchers in planning, costing, contract negotiation and delivery of 
projects. 
 

 Assist and support effective research collaborations with other institutions and external 
organizations. 

 
 Contribute to University and Divisional research and innovation-related planning and 

policy. 
 

 Promoting the responsible conduct of research and compliance with regulatory and 
sponsor requirements. 
 

 Leading the continuous improvement of research administration at Oxford. 

 
Each of our Divisional Teams provides local support, enabling them to build relationships with 
the divisional offices, departments/faculties, researchers, and administrators; get to know the 
funders and collaborators relevant to specific disciplines; and tailor services to local needs.  
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Their work focuses on: 

 

 grant funding opportunities and proposals (incl. coordinated and major bids); 

 using a context based approach, negotiation of research-related agreements (incl. funding 
contracts, sub-awards, collaborations, MTAs, CDAs, clinical trials and clinical studies); 

 due diligence, and advising on terms and conditions, legal and regulatory compliance, IP, 
reporting, amendments and terminations; 

 award acceptances and set-ups, liaising with departments/faculties and Research 
Accounts; 

 working with Oxford University Innovation Ltd (OUI) and our IP Rights Team on IP 
management and commercialisation pathways; 

 relations with funders and collaborating organisations. 

 

Other groups in Research Services offer specialised support to these teams and directly to 
researchers, departments/divisional offices and UAS colleagues in relation to; 

 

 European R&D funding (esp. Horizon 2020 and European Research Council programmes); 

 clinical trials and research governance; 

 research ethics and integrity (supporting internal ethics committees (CUREC, the IDRECs, 
OxTREC) and researchers); 

 knowledge exchange and impact; 

 intellectual property rights management (incl. negotiating IP acquisitions and clearances 
to OUI); 

 research information and systems (incl. X5 and Symplectic and funders’ grant systems); 

 public engagement with research; 

 the evaluation of research activity, excellence and impact (incl. through REF 2021); 

 research-related insurance;  

 research policy and planning (esp. with the PVC(R&I), the Research Committee and sub-
committees);  

 strategic linkages (incl. with funders, BEIS, HEFCE, the Oxfordshire Local Enterprise 
Partnership, the Harwell Campus, the Russell Group and LERU).  

 
Teamwork is key to Research Services’ success, not only internally but also in partnership with 
researchers and Divisional/Department Administrators and with colleagues in Research 
Accounts, OUI and Legal Services. Further information can be found on Research Services’ 
website: https://researchsupport.admin.ox.ac.uk/home  
 

 
 

https://researchsupport.admin.ox.ac.uk/home
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It is vital, especially from the perspective of the various customers, that roles across ‘the central 
administration, divisions and departments are complementary, add value and work seamlessly 
together to provide the most effective and efficient level of support for Senior Officers, 
academics, researchers and postgraduate researchers. 

 

Responsibilities 
Job description 

The Director of Research Services is responsible to the Registrar and works closely with the 
Pro-Vice-Chancellor for Research and Innovation. Key accountabilities which are to be 
delivered by the post-holder via the support of the Research Services team are as follows: 

1.  Direction of a key University support service and ongoing development of the strategy, 
human resources, and business processes associated with this service. This involves 
maintaining excellent management practices, communication, and team relationships 
both at the multiple sites and across the University and its partners. 

2.  Overall responsibility for the provision of advice and support to the research community 
on research and knowledge exchange (KE). This will include the research and KE 
funding landscape and opportunities, and offers of funding from external organisations 
for the support of research. 

3.  Working with the PVC(R&I) and the University Research Committee, contributing to the 
development of University policy on research and KE strategy, policy and planning and 
the provision of advice, assistance, and support relating to University policy on research 
and intellectual property. 

4. The promotion of effective links and representation of the University's interests with 
industry and commerce, government and other organisations with interests in 
sponsoring research. In addition to the private sector, these include Research Councils, 
the EU, other institutional and overseas bodies, government departments, health 
authorities, and charitable bodies. 

5.  Provide the administrative leadership and support for the REF2021 process and its 
successors. 

6.  Support for the evaluation of research activity, excellence and impact. 

7.  Support for the University’s innovation strategy and agenda, including the regional 
strategic partners (e.g. Harwell, Culham, OxLEP).  

8.  The scrutiny and approval, within University guidelines, of all research-related 
agreements offered to the University, ensuring that, with contextual understanding, 
optimal financial and contractual conditions are achieved in support of the primary 
teaching and research activities of the University. 
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9.  Leading negotiations in connection with high-profile or large-scale research and 
licensing contracts, IP exploitation framework agreements, and similar institutional 
initiatives. 

10. Development of effective links with Oxford University Hospitals NHS Trust and Oxford 
Health NHS Trust in relation to joint University-NHS research initiatives and the 
research support mechanisms underpinning them. 

11. The maintenance of positive interactions with the relevant University committees, 
individual members of academic and administrative staff, and Oxford University 
Innovation, to ensure that efficient and effective procedures to support research and KE 
and exploit research and KE funding opportunities are in place, building on a culture of 
teamwork, customer focus and continuous review and improvement. 

12. The management of the department within an agreed budget, ensuring that all staff 
members are able to make a positive contribution to the University's aim of increasing 
its supported research activities at the highest level of quality. 

13. The review of, and recommendations concerning the development of, information 
systems in support of the primary objectives of the department. 

14. Ensuring the smooth running, coordination, and effective management of all Research 
Services' out-housed operations. 

15. Provision of management information on Oxford's national and international research 
funding profile to the University's senior officers, heads of divisions and heads of 
departments as required. 

16. Management of the Servicing of the University's Intellectual Property Advisory Group 
(and other committees as required). 

17. In addition, as a member of the Registrar’s senior team, you will be expected to play an 
active role in planning and management of University Administration and Services 
(UAS) as a whole, meet planning and budget setting deadlines and targets, and 
undertake other specific tasks for the Registrar as may be requested. 

 

Selection Criteria 

The appointed person will need to demonstrate that they meet the following criteria: 

1. Educated to degree level, preferably with evidence of additional higher education 
and/or professional development. 
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2. Substantial experience of high-level management of research support activity 
(preferably within a higher education or other research-led institution) and 
awareness of current issues in the field of research and the funding of research. 
 

3. Substantial experience at a senior level of providing management information, policy 
and operational options, and providing advice and general support to Senior Officers.  
 

4. Experience at a senior level of the negotiation of contracts for research, and awareness 
of the issues involved for delivering effective and robust agreements in a university 
context. 

 
5. A clear grasp of the importance of, and issues relating to, the exploitation of research 

outputs, including intellectual property and know-how, in order to maximise the 
impact of research activity. 

 
6. Experience of directing, managing, supporting and motivating staff, including those on 

senior professional grades. 
 

7. Experience of working as a senior member of a team and ability to contribute to the 
management of the central administration. 

 
8. Proven ability to balance competing priorities under pressure. 

 
9. Exceptional interpersonal skills, including the ability to persuade and influence people 

at all levels in the interests of fulfilling the role, as well as to present and explain 
complex contractual issues, to promote the services of the department and University 
policies to academic colleagues, and build effective relationships with a high profile 
and diverse set of stakeholders. 
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Important information for candidates 
 

Pre-employment screening 

Please note that the appointment of the successful candidate will be subject to standard pre-
employment screening, as applicable to the post. This will include right-to-work, proof of 
identity and references. We advise all applicants to read the candidate notes on the University’s 
pre-employment screening procedures, found at:   

www.ox.ac.uk/about/jobs/preemploymentscreening/.  
 

The University’s policy on retirement 

The University operates an Employer Justified Retirement Age (EJRA) for all academic posts and 
some academic-related posts. From 1 October 2017, the University has adopted an EJRA of 30 
September before the 69th birthday for all academic and academic-related staff in posts at grade 
8 and above. The justification for this is explained at: 
www.admin.ox.ac.uk/personnel/end/retirement/acrelretire8+/.  
 
For existing employees, any employment beyond the retirement age is subject to approval 
through the procedures: www.admin.ox.ac.uk/personnel/end/retirement/acrelretire8+/.  
 
From 1 October 2017, there is no normal or fixed age at which staff in posts at grades 1–7 have 
to retire. Staff at these grades may elect to retire in accordance with the rules of the applicable 
pension scheme, as may be amended from time to time.  
 
Equality of Opportunity 

Entry into employment with the University and progression within employment will be 
determined only by personal merit and the application of criteria which are related to the duties 
of each particular post and the relevant salary structure. In all cases, ability to perform the job 
will be the primary consideration. No applicant or member of staff shall be discriminated against 
because of age, disability, gender reassignment, marriage or civil partnership, pregnancy or 
maternity, race, religion or belief, sex, or sexual orientation. 

 
 

http://www.ox.ac.uk/about/jobs/preemploymentscreening/
http://www.admin.ox.ac.uk/personnel/end/retirement/acrelretire8+/
http://www.admin.ox.ac.uk/personnel/end/retirement/acrelretire8+/
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Benefits of working at the University 

University Club and sports facilities 
The University Club provides social, sporting and hospitality facilities. It incorporates a bar, 
café and sporting facilities, including a gym. Staff can also use the University Sports Centre on 
Iffley Road at discounted rates, including a fitness centre, powerlifting room, and swimming 
pool. See: www.club.ox.ac.uk and www.sport.ox.ac.uk/oxford-university-sports-facilities 
Information for international staff (or those relocating from another part of the UK) 
If you are relocating to Oxfordshire from overseas, or elsewhere in the UK, the University's 
International Staff website includes practical information related to moving to and settling in 
Oxford such as advice on immigration, relocation, accommodation, or registering with a 
doctor. See: www.internationalstaffwelcome.admin.ox.ac.uk/  
The University of Oxford Newcomers' Club  
The University of Oxford Newcomers' Club is an organisation run by volunteers that aims to 
assist the partners of new staff to settle into Oxford and to provide them with an opportunity 
to meet people in the area. See www.newcomers.ox.ac.uk/   
Childcare  
The University has excellent childcare services with five University nurseries, as well as 
University-supported places at many other private nurseries. For full details including how to 
apply and the costs, see www.admin.ox.ac.uk/childcare.  

Family-friendly benefits 
The University subscribes to My Family Care 
(www.admin.ox.ac.uk/personnel/staffinfo/benefits/family/mfc/) and staff are eligible to 
register for emergency back-up childcare and adultcare services, a 'speak to an expert' phone 
line and a wide range of guides and webinars through a website called the Work + Family 
space. 
Disabled staff 
We are committed to supporting members of staff with disabilities or long-term health 
conditions. Please visit www.admin.ox.ac.uk/eop/disab/staff for further details including 
information about how to make contact, in confidence, with the University’s Staff Disability 
Advisor.  

Staff networks 
The University has a number of staff networks including the Oxford Research Staff Society, 
BME staff network, LGBT+ staff network and a disabled staff network.  You can find more 
information at www.admin.ox.ac.uk/eop/inpractice/networks/ 
Other benefits 
Staff can enjoy a range of other benefits such as free visitor access to the University’s colleges 
and the Botanic Gardens as well as a range of discounts. See 
www.admin.ox.ac.uk/personnel/staffinfo/benefits 

 
 

http://www.club.ox.ac.uk/
http://www.sport.ox.ac.uk/oxford-university-sports-facilities
http://www.internationalstaffwelcome.admin.ox.ac.uk/
http://www.newcomers.ox.ac.uk/
http://www.admin.ox.ac.uk/childcare/
http://www.admin.ox.ac.uk/personnel/staffinfo/benefits/family/mfc/
http://www.admin.ox.ac.uk/eop/disab/staff
http://www.admin.ox.ac.uk/eop/inpractice/networks/
http://www.admin.ox.ac.uk/personnel/staffinfo/benefits
http://www.admin.ox.ac.uk/personnel/staffinfo/resstaff/hrexcellence/
http://www.admin.ox.ac.uk/personnel/staffinfo/resstaff/hrexcellence/


 

9 
 

 

 

Contact  

Minerva can be contacted as follows: 
 
Consultants 
Kerry Shepherd 
kerry@minervasearch.com  
0203 714 3477 
 
Juana Espasa 
juana@minervasearch.com 
0203 714 0962 

 

 
Assistant 
Natalie Chapman 
natalie@minervasearch.com 
0203 714 0963 

 
 
For a confidential conversation about the role please contact us on oxford@minervasearch.com 

 

mailto:kerry@minervasearch.com
mailto:juana@minervasearch.com
mailto:natalie@minervasearch.com
mailto:lincoln@minervasearch.com


 


