Job Description

POST: 			Research Assistant		

LOCATION: 			Hartlepool

LINE MANAGER: 		Director of RSA and Head of Faculty 


Description:

The Research Assistant role at The Northern School of Art provides administrative support in the implementation and monitoring of the RSA strategy. Working with the Director of Research and Scholarly Activity and wider academic staff, the research assistant will provide administrative, organisational and wider communication support for the development of School’s Research and Scholarly Activity (RSA) culture. 

The Research Assistant will support the coordination, monitoring and visibilty of staff research and scholarly activity, maintaining accurate records of activity, outputs, funding, partnerships and impact. The Research Assistant will contribute to the development of the School’s internal and external RSA repository and communication activities, to support the profile and visibility of research, creative practice and knowledge exchange. They will support liaison with academic staff, business support staff and external partners to gather information, to record and coordinate activities.

Working closely with the Director of Research and Scholarly Activity, the research assistant will support the implementation of the School’s RSA strategy, ensuring that activity is effectively documented, communicated and evidenced in support of institutional priorities, research culture and future research assessment requirements.


Main Duties and Responsibilities:

RSA Administration and Coordination

1. Maintain and update central records of staff research and scholarly activity, including research projects, publications, exhibitions, performances, creative outputs, conferences, partnerships, funding applications and awards.
2. Coordinate the collection of information and evidence relating to staff RSA activity, outcomes and impact.
3. Maintain organised digital records, shared repositories and internal RSA resources to ensure information is accessible, accurate and up to date.
4. Support the administration of RSA funding opportunities, including recording applications, monitoring awards and maintaining records of expenditure and outcomes where required.
5. Assist with the coordination of RSA meetings, committees and working groups, including supporting to prepare papers and monitoring progress.
6. Support the administration of staff research profiles to maintain uptodate internal and external visbility.
7. Monitor proposal and evaluation deadlines and other RSA activities, providing reminders and follow-up as appropriate.
8. Assist with the organisation and administration of research events, seminars, conferences, workshops and staff development activities.
9. Maintain a central record of staff RSA activity, outputs and outcomes across the School.
10. Support and organise evidence of research quality, impact, engagement and external recognition, including testimonials, reviews, exhibition and event documentation, recordings and partnership outcomes.
11. Support the preparation of regular RSA updates, activity summaries and reports for the Director of RSA, RSA Committee and other relevant forums.
12. Assist in identifying gaps in research activity records and follow up with staff to ensure information is complete.
13. Contribute to the development and maintenance of processes for recording, monitoring and evidencing research activity in preparation for future research assessment exercises and institutional review.
14. Support the consistent recording and attribution of the School’s research outputs and affiliations.
External Communications and Research Profile
15. Support the development and delivery of an external communications approach that raises the visibility of the School’s RSA activity, expertise and achievements.
16. Identify research projects, creative outputs, publications, exhibitions, events, partnerships and staff achievements suitable for external promotion.
17. Work with academic staff to gather information, images, quotations and supporting materials for research news, case studies and promotional content.
18. Draft and coordinate content for the School’s website, working with the marketing team and other appropriate external communications channels.
19. Help develop and maintain an accessible and engaging online presence for RSA, ensuring that research activity is represented accurately and consistently.
20. Maintain an up-to-date record of staff research interests, expertise, projects and outputs to support external enquiries, partnership development and institutional promotion.
21. Support the promotion of RSA events, funding successes, collaborations and opportunities to relevant external audiences, including creative industries, cultural organisations, academic partners and communities.
22. Work with relevant colleagues in marketing, communications and academic teams to ensure RSA communications align with the School’s wider communications strategy.
Internal Communication and Research Culture
23. Coordinate regular internal communications to keep staff informed about RSA opportunities, funding opportunities, events, deadlines, achievements and developments.
24. Support the circulation of relevant research information, guidance, resources and opportunities across academic teams.
25. Assist in promoting staff engagement with the School’s RSA strategy and its four strands: Environment, Culture, People and Externality.
26. Support the sharing of good practice, research opportunities and examples of staff activity across subject areas.
27. Assist in maintaining internal RSA guidance, templates, resources and information repositories.
28. Contribute to activities that strengthen the visibility, recognition and connectivity of research and scholarly activity across the School.




General Accountabilities:


1. To engage in professional development and networking to ensure that professional, and strategic contributions are up-to-date.

2. Ensure that the Corporation’s Health & Safety Policy is adhered to at all times and take responsibility for general health and safety housekeeping within your work area.

3. Participate actively in the performance management scheme, agreeing objectives, attending reviews and undertaking professional development as required.

4. Ensure that the Corporation’s Equality and Diversity policy is adhered to at all times and tackle or report discrimination and harassment wherever it occurs.

5. All employees are expected to be fully committed to policies/processes on equality, diversity, safeguarding and the Prevent Agenda.

6. Any other duties commensurate with the nature and level of the post, as directed by the Director of RSA, the Vice Principal (Higher Education) and/or the Principal. 

This list is not exhaustive and is only an indication of responsibilities.









Person Specification – Research Assistant

	Specification, whether essential or desirable, and where the specification will be tested
	ESSENTIAL
	DESIRABLE

	Qualifications
	
	Y

	Hold or willing to work towards a MA qualification
	Y
	

	Hold or willing to work towards a BA qualification
	Y
	

	Experience / Knowledge
	
	

	Experience in supporting monitoring data / information gathering
	Y
	

	Understanding of research funding frameworks and processes
	
	Y

	Knowledge of academic infrastructure at higher education
	
	Y

	Knowledge of research evaluation processes, applicable in higher education and research frameworks
	
	Y

	Knowledge of relevant subject areas applicable to art, design, performance and creative industries
	Y
	

	Experience of assisting in research activity or scholarly activity in art, design, performance and creative industries
	
	Y

	Access to transport for work purposes
	
	Y

	Preferred Skills / Abilities
	
	

	Excellent administration skills to organise documentation, recordings and partnership engagement. 
	Y
	

	Ability to identify research opportunities for the school and academic staff
	
	Y

	Ability to maintain up-to-date records of research interest, staff projects and outputs
	Y
	

	Planning and organisational skills with the ability to meet tight deadlines
	Y
	

	Ability to copy write and produce engaging materials to support visibility of research and scholarly activity
	Y
	

	Excellent digital skills to support administrational and communication activities
	Y
	

	Excellent communication skills, both written and verbal
	Y
	

	Able to work effectively as a member of a team
	Y
	

	Ensure the efficient and effective development of research and scholarly activity in accordance with the School strategy, policy and procedures
	Y
	

	Able to deal effectively with people at all levels
	Y
	

	Able to support with budgeting and recording research spending
	Y
	



