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	Job Title 


	Knowledge Exchange and Impact Manager (0.8 FTE x 12 months)
	Pay Band
7
	RBC Reference:  (2023) RBC496


	Reports to:  Director of Research
	Department  


	Date:  February 2023-January 2024

	Role responsibilities (include information on people management/teams, budgets and other resources with direct responsibility)

	In conjunction with the Director of Research and Research Office, you will work with academic and professional staff across the College and external parties to support the development of research impact and knowledge exchange, to record and gather evidence of impact and knowledge exchange, develop impact case studies, and provide training and development in impact and knowledge exchange.
You will be acting as a key point of contact for internal and external enquiries relating to research within the College and manage any funding received for KE including the administration of calls for applications.
The role will entail a significant level of independence, autonomy and self-direction. 



	Key working relationships/contacts specific to the role holder 



	Internally: Senior Leadership team; Research Office; Academic and professional services staff. 
Externally:  Creative and Cultural Industry organisations, Local councils, charities, community groups, businesses, internal and external research bodies, Other public sector bodies (e.g. government bodies), policy groups, think-tanks, select committees, Employers in any sector Faculty and University marketing staff


	Main responsibilities, duties and accountability of the role 


	1.
	To work closely with the Director of Research, Research Office and other academic and professional staff to provide leadership and oversight in the area of knowledge exchange and impact of research. 

	2.
	To develop partnerships with external parties and instigate and organise, events, conferences, workshops, and activities that generate knowledge exchange and research impact; to evaluate these and other research impact activities and events. To do this in line with aligned with the college's stated goals relating to Equality, Diversity and Inclusion and ensuring parity across the institution.  

	3.
	To provide advice and training on knowledge exchange and research impact to academic and professional staff across the College on the KE and impact agenda and ensure that colleagues are up to date on developments in the area of knowledge exchange and research impact.

	4.
	To have oversight and management of open calls for research and KE projects and activities. This will include drafting the material, managing the programme (with the support of the research office); the provision of guidance and advice to potential applicants and successful candidates, and the drafting of a report subsequently on the overall outcome of the programme.

	5.
	To develop and maintain accurate and robust administrative systems in support of knowledge exchange and impact processes; to gather evidence from individuals, groups, and organisations in support of the impact and knowledge exchange agenda, including in support of KEF and REF submissions; to record data and keep evidence of knowledge exchange and research impact in both qualitative and quantitative forms.

	6.
	To monitor any funding budgets and deal with KE and impact-related day-to-day finance and administrative issues in conjunction with the Research Manager.

	7.
	Support those staff whose work is potentially suitable as an Impact Case Study in the development and writing of impact case studies by offering advice and guidance and providing supporting evidence and analysis of impact case studies as they develop.

	8.
	To work with colleagues on the development and implementation of a strategy for KE and for the outcomes of the activities carried out under this umbrella.

	9.
	Where appropriate, to develop and carry out your own research in this area. The time allocation to this role should also enable the individual to be research active.

	10.
	Liaise closely with the marketing department to help maximise the profile of knowledge exchange and research impact events and activity and where appropriate facilitate and support media activity; to establish of mechanisms to ensure that the activities are evaluated for maximum impact.

	11.
	Act as a point of contact for external and internal and external stakeholders involved in impact and knowledge exchange activity and provide advice and guidance as necessary.

	12.
	To monitor the College’s progress against its goals and report regularly to committees as required.

	13
	Comply with Data Protection Act 2018 and GDPR requirements in all working practices maintaining confidentiality, integrity, availability, accuracy, currency, and security of information as appropriate. Take personal responsibility for all personal data within own working environment.

	14.
	Apply a high level of professionalism in relation to engagement with individuals, companies, organisations and venues in the academy and industry.

	15.
	Display high levels of ethics and integrity in all aspects of work, and promote equality, diversity and inclusion.

	16.
	To maintain own professional development and knowledge of skills and expertise required to support the knowledge exchange and impact agenda by participation in training and development as well as those provided in the sector.

	17.
	Ensure that responsibilities identified with internal processes such as data protection, confidentiality and health and safety guidelines are robustly met.

	18.

	Requirement to complete annually between January and December all statutory training using the CYLIX ON LINE training service.  HR will provide you with a personal login in order to complete the modules and produce your completion certificate.   

	19.

	Requirement to complete PREVENT training each academic year September to August.  Access information for the package will be provided by the Human Resources annually. 

	
	


PERSON SPECIFICATION FOR ROLE OF fixed term Knowledge Exchange and Impact Manager 0.8 FTE 
Key to validate section:  (1) AF Application form (2) AS Assessment (3) I Interview
	Competency for the role 

	Requirements for the role 
	Essential

√
	Desirable

√
	Validate AF/AS/I

	Qualification 


	· Mathematics and English at GCSE level or equivalent
· Degree qualification 
· A good first degree in theatre or performing arts
	√
√

	√
	All AF



	Knowledge & Experience


	· Demonstrable experience in a Knowledge Exchange role
· Experience of developing a programme of KE activities
· Experience of delivering training and development activities
· Experience of event management
· A knowledge and understanding of higher education
· A good understanding of the KE environment in a higher education institution
· Knowledge of the theatre industry
	√

√

√
√


	√
√

√


	All AF/I

	Communication 
· Oral, written, complexity
· Liaison and networking

· Information technology


	· Excellent oral and written communication skills, including presentations skills
· Good IT skills, particularly in Microsoft Office packages

· Experience in handling video/audio equipment
· Effectively developed IT skills – familiarity with standard Microsoft Office-based software packages;
· Experience of using WordPress or equivalent web content management system, or willingness to learn as soon as possible
	√
√
√
√
√

	
	All AF/I


	Managing Resources

· Teamwork and motivation

· Service delivery

· Decision making

· Planning and organising

· Team development


	· Good inter-personal and networking skills
· Good attention to detail/accuracy

· Experience of providing good customer service

· Flexible and adaptable
· Able to operate within a team environment
· High levels of self-motivation

· Commitment to undertake further training or personal development as required
	√
√
√
√
√
√
√

	
	I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

	Problem solving and investigation skills required and used to carry out responsibilities of the role
	· Proven ability to work pro-actively to deliver assigned tasks without prompting

	√

	
	

	Service Delivery 
Who benefits from the service, staff, students, visitors and clients?  What level of service does this role provide; is the service proactive/ standard. Who decides on the service level?
	Beneficiaries of the service will be partner organisation, wider communities and academic staff within the College.
The service level is determined by Senior Leadership Team .


	
	
	

	Sensory and physical demands required to complete work.

Health and Wellbeing responsibilities of the role 
	This job involves undertaking duties which include the following considerations:

· Repetitive limb movements;

· Regular use of ICT equipment.


	
	
	


	Special requirements for this role:   
Occasional evening and weekend work might be involved with this role.



	Please read before signing.  
When you sign this job description and person specification document you confirm that this is an accurate reflection of the tasks, duties and responsibilities the role holder will be required to deliver.


	You are advised to retain a copy of the completed job description and person specification for reference. 


	Signed by Line Manager:   







	Date: 



	Signed by Role Holder (if applicable)
 
	Date: 

	Signed by Head of Department:





	Date:
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