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	Post Details
	Last Updated:     19/9/2024

	Faculty/Administrative/Service Department:
	Surrey Institute for People-Centred AI (PAI)

	Job Title:
	Research Programme Manager

	Job Family & Job Level
	Professional Services
	Level 3/4

	Responsible to:
	Professor Adrian Hilton, PAI/CVSSP Director 

	Responsible for:
	-

	 Job Purpose Statement 
Responsible for the planning, preparation, execution, and reporting of PAI Research Programmes under the direction of the PAI Director/Surrey Principal Investigator as part of the PAI Professional Services team. This role will contribute to managing research programmes led by the PAI Director, specifically the UKRI-EPSRC/BBC AI4ME Prosperity Partnership led by the University of Surrey, and the Surrey Creative AI team as part of the UKRI-AHRC CoSTAR National Lab. and other PAI research programmes as required. 
Manage and oversee research teams, resource allocation, partner integration and communication to ensure the smooth running of projects and timely reporting to programme collaborators and the funder. The expectation is that the postholder will split their time 50:50 on average across both programmes (AI4ME, CoSTAR).  The post will support the PAI Director in coordinating research activities across project partners,  project reporting and co-ordination of conference, workshops and other events within the remit of the research programmes. The role is part of the wider PAI/CVSSP professional services team and works closely with PAI’s Director of Strategy to ensure integration and coherence across activities and resources.
The post holder will be based at the Surrey Institute for People-Centred AI and may need to work on location at the AI4ME and CoSTAR National Lab and partners sites according to requirements for collaboration and programme delivery. 

	Problem Solving, Accountability and Dimensions of the role 
The post holder will work independently to deliver objectives, plan and manage research activities as required within the PAI research programmes. As a member of PAI, AI4ME and the CoSTAR National Lab, the Research Programme Manager will coordinate with the respective leadership and operations teams. 

On CoSTAR the post will support the PAI Director in leading the Surrey Creative AI Team, coordinating research programmes, development and collaboration activities across the CoSTAR National Lab partners. Organising Creative AI workshops and other events within the remit of the CoSTAR National Lab. Responsible for other administrative and support activities within CoSTAR National Lab as requested. The role will be part of the CoSTAR National Lab operations team working with the Director of Operations and Head of Programme Delivery. 

On AI4ME the post will manage activities across the partners, coordinate collaboration, integration and reporting of research ensuring timely delivery of outputs and impact activities. The post-holder will be responsible for organisation of technical meetings, independent advisory boards, industry and public engagement events.  Responsibilities include preparation of annual reports, website updates and coordination of publicity materials. The role will work directly with the AI4ME Executive and Management Boards and UKRI Project Officer for programme management and reporting. 

The post holder will apply judgement and initiative when managing their workload, including any medium-term priorities and when responding to any conflicting demands. They must apply a sound understanding of the staffing and other requirements (e.g. reporting of key performance indicators) of research programme to effectively schedule and facilitate their smooth operation.  

The post holder is required to liaise regularly with the research programme leadership, operations and research team members across the partners, industry collaborators, programme executive/management boards, independent advisory/steering board, user group members and the nominated UKRI Project Officer to ensure they are fully briefed, highlighting areas of resource concern and issues and actions relating to the ongoing status and successful delivery. 
The post holder is expected to provide advice and solutions to routine day-to-day problems within the specialist areas in which they are familiar, such as project scheduling, training, and competence of research staff.  Resolution for these issues will usually be found through referring to their previous experience of similar problems or through referring to and applying departmental policies and procedures.  When faced with new issues, the post holder is required to identify the nature of the problem or issue through analysis and to apply reasonable personal initiative and judgement (where experience does not apply) to identify a suitable and timely resolution.  The post holder is expected to refer more complex issues or those outside of the remit of their role to more experienced/senior colleagues including the principal directors of the projects for guidance and direction, but in these cases they are expected to have a degree of involvement in finding and implementing resolutions.
The post holder is expected to contribute to the development of communication materials including the programme web-site, annual reports, and other publicity material coordinating the collation of material with the research team and other professional service support staff. The post holder will also support the production of press releases and other publicity material in conjunction with the PAI Director of Strategy, Communications Team and CoSTAR Head of Communications. 
The post holder does not have line management responsibility and will report to the PAI Director for the research programmes for coordinating day-to-day activities. The post holder will ensure efficient and effective programme management, in accordance with the terms and conditions of funding awards. They will develop and maintain strong relationships with external sponsor organisations, industry stakeholders and academic partners.
Background Information/Relationships 
The Surrey Institute for People-Centred AI is the founding pan-university institute at the University of Surrey, bringing together core AI-related expertise in audio-visual and signal processing, computer science, and mathematics, with its domain expertise across engineering and physical sciences, human and animal health, law and regulation, business, finance and the arts and social sciences. Our multi-disciplinary approach puts people at the heart of AI. Our research starts with the problems that impact individuals, communities and society, and identifies how AI can address these challenges safely, responsibly and inclusively. PAI’s success builds on the strength of the University in foundational AI over the past 38 years through the Centre for Vision, Speech and Signal Processing (CVSSP) which is ranked 1st in the UK for Computer Vision and in the top 5 for both Audio-Visual AI and Robotics.
AI4ME is co-funded by UKRI-EPSRC and BBC as a 5-year partnership investigating Future Personalised Object-Based Media Experiences Delivered at Scale Anywhere. The partnership includes BBC, University of Surrey and Lancaster University as core partners together with a partner ecosystem of 15 companies from the UK creative industries.  

The UKRI-AHRC CoSTAR National Lab for Creative Industries Research and Development is led by Royal Holloway, University of London, is a £51m investment by the UK Government in applied research to ensure that the UK's screen and performance industries have the research infrastructure and innovation skills to compete globally. The Surrey Institute for People-Centred Artificial Intelligence (PAI) is the lead partner for Creative AI research and development within the CoSTAR National Lab.


	
This job purpose reflects the core activities of the post. As the Institute and the post-holder develop, there will inevitably be some changes to the duties for which the post is responsible, and possibly to the emphasis of the post itself. The University expects that the post-holder will recognise this and will adopt a flexible approach to work.  This could include undertaking relevant training where necessary. Should significant changes to the job purpose become necessary, the post-holder will be consulted and the changes reflected in a revised job purpose.

	Person Specification This section describes the sum total of knowledge, experience & competence required by the post holder that is necessary for standard acceptable performance in carrying out this role.

	Qualifications and Professional Memberships
	Essential/
Desirable

	Professionally qualified to degree, HNC, NVQ 3, HND Level or equivalent, with relevant work experience in operational and financial management 
	E


	Technical Competencies (Experience and Knowledge) 
	Essential/
Desirable
	Level
1-3

	Experience of project management, strategic and financial planning
	E
	3

	Experience of working in a research and development environment
	E
	3

	Excellent ICT skills MS Office (Word, Excel, Outlook, Power Point) Project management and collaborative tools
	E
	3

	Knowledge of website development 
	D
	2

	Special Requirements: 
	Essential/
Desirable
	Level
1-3

	Willingness and ability to work outside of regular office hours when required
	D
	n/a

	Willingness and ability to travel to attend meetings
	E
	n/a

	Good working knowledge of the universities procedures and policies
	D
	n/a

	Experience working in projects focused upon ICT and data such as Artificial Intelligence or Blockchain projects (no technical background expected).
	D
	n/a

	Core Competencies 
	Level
1-3

	Communication
Adaptability / Flexibility

Customer/Client service and support

Planning and Organising

Teamwork

Continuous Improvement

Problem Solving and Decision Making Skills

Leadership / Management

Creative and Analytical Thinking

Influencing, Persuasion and Negotiation Skills
	3
3
3
3
3
2
2
2
2
2


	Organisational Information


	All staff are expected to:

Positively support equality of opportunity and equity of treatment to colleagues and students in accordance with the University of Surrey Equal Opportunities Policy.

Help maintain a safe working environment by:
· Attending training in Health and Safety requirements as necessary, both on appointment and as changes in duties and techniques demand.

· Following local codes of safe working practices and the University of Surrey Health and Safety Policy.

· Excellent environmental performance is a strategic objective for the University of Surrey.  All staff are encouraged to work to achieve the aims of our Environmental Policy and promote awareness to colleagues and students. 
· Undertake such other duties within the scope of the post as may be requested by your Manager.
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	Key Responsibilities
This document is not designed to be a list of all tasks undertaken but an outline record of the main responsibilities (5 to 8 maximum) and should be read in conjunction with the accompanying Job Purpose.

	1. To take responsibility for the planning, preparation, execution, and reporting of the research programmes. 
2. To manage and oversee resource allocation to ensure the smooth running of projects and timely reporting to the funding body UKRI and support to the PAI/CVSSP director.
3. To organise steering board/management/sandpits, conferences and workshops within the remit of the research projects. 
4. Responsible for other sub-projects as part of the programme, administrative and support activities within PAI/CVSSP and across the industry sites as required.
5. Managing their workload, including any medium-term priorities and when responding to any conflicting demands. 
6. To liaise with the client, Grant Holder and co-investigators (where appropriate) to ensure they are fully briefed at all times highlighting areas of resource concern and issues and actions relating to the ongoing status and successful completion of the project.  

7. To liaise with the Grant Holder, University Research Support, Finance and HR to support all stages of project planning, preparation, execution and reporting, which will require communication with industry and academic partners
8. To provide wider support to PAI/CVSSP as required by the Director of Strategy and Operations to ensure coherence of the programmes as part of the wider remit of the Institute/Centre
N.B. The above list is not exhaustive.


