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SELECTION CRITERIA

POST:

Research Support Officer
DEPARTMENT:
Centre for Excellence – Research
	
	Essential Criteria
	Desirable Criteria
	How & When

	Education / Qualification


	Educated to degree level or equivalent in related area (e.g. Science, Social Services, healthcare) or relevant experience 

ECDL and equivalent IT Skills
 
	Administration qualifications

Project Management Qualification

GCP Training.

NVQ Level 2 in Administration or equivalent

	Application Form.
Certificates.

	Skills / Abilities


	Good organisational skills.
Excellent communication skills both verbal and written.
Proficient in Microsoft office packages, including Excel. 
Professional telephone manner.

Ability to work independently.

Ability to manage/prioritise own workload. 
Ability to work under pressure and meet multiple deadlines.
Attention to detail
	Use of Microsoft Teams and publisher
	Application Form.
Interview

References

	Experience


	Experience of working in a busy administration environment.
At least 2 years’ experience of managing multiple projects / assignments in the NHS/Healthcare  Sector or Commercially relevant environment (e.g. CRO)

Working with Databases and using reporting tools

Experience of producing and delivering presentations

Proven track record of working with the UK Policy Framework for Health and Social Care Research 

Knowledge of research with the NHS/Healthcare Sector

Experience of research study administration and research governance.

Experience of working in and for a team.

Experience of note taking and action logging at meetings.
	.

Handling sensitive calls including those from patients

Experience of attending Ethics Committees 

Experience with working with Higher Education Institutions 


	Application Form.
Interview 


	Knowledge
	Use of Microsoft Office

Diary management

Requirements of GDPR

	Minute taking
	Application Form.
Interview



	Motivation and personal attributes


	Able to contribute to LOROS Values and Behaviours.
Trustworthy
Flexible
Reliable

Team player

A willingness to learn and develop new skills

Positive approach to work

Accuracy - attention to detail

Excellent Inter personal skills

Self-motivated
	
	Interview
References
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