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	Post Details
	Last Updated:            /     /     

	Faculty/Administrative/Service Department
	Surrey Institute for People-Centred Artificial Intelligence (PAI)

	Job Title
	Centre for Doctoral Training (CDT) Co-ordinator

	Job Family 
	Professional Services
	Job Level 
	3

	Responsible to
	CDT Programme Manager

	Responsible for (Staff)
	No

	Job Purpose Statement 

The role is to provide co-ordination and administrative support for the activities of the UKRI AI Centre for 
Doctoral Training (CDT) in AI for Digital Media Inclusion. This involves promoting its research
excellence, training, and innovation in artificial intelligence, and applying these for the benefit of society
through inclusive digital media services.

The Surrey Institute for People-Centred AI (PAI) leads the UKRI AI CDT in partnership with StoryFutures
at Royal Holloway, University of London. Over the eight years of awarded funding, the CDT will train more
than 80 postgraduate PhD researchers, who will become leaders with unique expertise in developing
AI-enabled inclusive and responsible digital media services.

The post has administrative responsibility, working with the CDT operations and training team and CDT professional service team to implement systems and processes to ensure work programme delivery.  They will need to establish and maintain good working relationships across PAI, including academic and professional services staff based at both Universities.The role will be managed by the CDT Programme Manager.  

The post holder will support the CDT’s commitment to equality, diversity and inclusion (EDI), ensuring that administrative processes, communications and activities are accessible, inclusive and aligned with the CDT’s values of responsible AI and inclusive digital media. 


	
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) 

	1. Administrative support with clear prioritisation agreed with the CDT manager for the CDT Leadership team at Surrey including management and subgroup meetings and the first point of contact for the CDT enquiries. Advise the CDT Manager of any matters that require attention, anticipating possible issues, solutions and desired outcomes
2. Co-ordinating and scheduling meetings as required, ensuring that meetings have adequate support and resourcing ahead of schedule; recording minutes and action points and following up on those. 
3. Working with the CDT Manager, the Training Manager and the professional services team at PAI, University of Surrey to maintain up-to-date CDT records as required and according to funders regulations.   
4. Liaise with the CDT Training Co-ordinator (RHUL) to facilitate seamless operation and delivery between RHUL and University of Surrey.
5. Support and facilitate hospitality, events and recruitment activities at University of Surrey (Guildford), RHUL (London and Egham) including room bookings, catering and event logistics
6. Conduct and complete University of Surrey administrative processes; (bookings, purchasing, data management etc)
7. Support the delivery of CDT activities in line with equality, diversity and inclusion (EDI) principles. 
8. As part of the wider professional services team in PAI, to support common activities, events and provide cover where required.

N.B. The above list is not exhaustive and may be varied from time to time as dictated by the
changing needs of the University and CDT programme. The post holder will be expected to
undertake other duties as appropriate.


	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.
· Work to achieve the aims of our Environmental Policy and promote awareness to colleagues and students. 
· Follow University/departmental policies and working practices in ensuring that no breaches of information security result from their actions.
· Ensure they are aware of and abide by all relevant University Regulations and Policies relevant to the role.
· Undertake such other duties within the scope of the post as may be requested by your Manager.
· Work supportively with colleagues, operating in a collegiate manner at all times.
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.

	Elements of the Role
This section outlines some of the key elements of the role, which allow this role to be evaluated within the University’s structure. It provides an overview of what is expected from the post holder in the day-to-day operation of the role.

	Planning and Organising 

Work with the CDT Manager and The Training Manager to:
· Streamline systems and processes to facilitate the timely and smooth running of the CDT.
· Run and maintain a master schedule across all CDT activities incorporating important industry events
· Regular liaison with CDT Training Co-ordinator at Royal Holloway to unify processes across both institutions
· Plan and execute CDT events and other programme activities


	Problem Solving and Decision Making 

· The post holder will be required to resolve a range of operational and administrative challenges associated with coordinating a multi-institution CDT programme.  These include managing competing priorities, responding to urgent requests, resolving scheduling conflict and ensuring compliance with University and funder requirements.
· The role will involve both independent decision-making within established procedures and collaborative problem solving with the CDT Programme Manager, Academic Leads and professional services teams across both institutions. 
· Guidance will be provided through University policies, CDT operational frameworks and direction from the CDT Programme Manager and CDT Leadership team.   The post holder will be expected to exercise judgement in prioritising tasks and escalating issues where appropriate. 


	Continuous Improvement. 

· The post holder will actively contribute to the continuous improvement of CDT administrative and operational processes.  This includes identifying inefficiencies, suggesting improvements to systems and workflows and supporting the implementation of new processes.  
· There will be scope to independently recommend improvements to administrative procedures, particularly in areas such as data management, meeting coordination and cross-institutional working.
· The post holder will support improvements that enhance inclusivity and accessibility across CDT processes, ensuring alignment with EDI best practice. 


	Accountability 

· The post holder will be responsible for delivering high-quality administration and coordination support across the CDT, working under the guidance of the CDT Programme Manager.
· The role requires a high level of autonomy in managing day-to-day responsibilities, prioritising workload and ensuring deadlines are met.  The post holder will be expected to act independently within established processes, referring more complex or strategic issues to the CDT Programme Manager. 
· The post holder will not have direct line management responsibility but will be accountable for the quality, accuracy and timeliness of their work and for maintaining effective working relationships across the CDT network.


	Dimensions of the role 

· Supports delivery of a UKRI-funded CDT programme spanning two institutions (University of Surrey and Royal Holloway University London)
· Provides administrative coordination for a programme training 80+ PhD researchers over 8 years
· Works across multiple stakeholder groups including academic leads, professional services teams, industry partners and PhD researchers
· Contributes to the coordination of recruitment activities, training programmes and CDT events across multiple locations
· No direct budget responsibility but supports processes involving purchasing, bookings and resource coordination.


	Supplementary Information 

· This role requires strong interpersonal and organisational skills as the post holder will work across multiple teams and institutions with differing processes and priorities.
· The ability to build effective working relationships, communicate clearly and maintain a professional and proactive approach is essential.  The role will support a fast-paced and evolving programme environment, requiring flexibility and the ability to respond to changing priorities. 
· The role contributes to the CDT’s commitment to fostering an inclusive and accessible environment for PhD researchers, staff and partners. 

	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
	

	Broad vocational experience acquired through a combination of job-related training and on-the-job experience in complex administrative roles. 
	E

	


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

	Experience of administrative and coordination roles in a complex organisation
	E
	2

	Experience of supporting meetings (scheduling, agendas, minutes, actions)
	E
	2

	Experience of working across multiple stakeholders or teams
	E
	2

	Experience of data management and record keeping
	E
	2

	Experience of coordinating and delivering events or recruitment processes 
	E
	2

	Experience of using administrative systems (e.g. Sharepoint, booking systems, CRM)
	E
	2

	Special Requirements: 
	Essential/
Desirable

	Flexibility to support occasional events outside standard hours
	E

	Ability to work across sites (Guildford & Egham, Surrey) as required
	E

	Ability to manage competing priorities in a fast-paced environment
	E

	Core Competencies This section contains the level of competency required to carry out this role. 
	Level
1-3

	Communication
Adaptability / Flexibility
Customer/Client service and support
Planning and Organising
Continuous Improvement
Problem Solving and Decision Making Skills
Managing and Developing Performance
Creative and Analytical Thinking
Influencing, Persuasion and Negotiation Skills
Strategic Thinking & Leadership
	3
3
3
3
3
3
3
3
3
3

	This Job Purpose reflects the core activities of the post. As the Department/Faculty 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.

	Organisational/Departmental Information & Key Relationships

	Background Information 
Background and Context
The UKRI AI Centre for Doctoral Training in AI for Digital Media Inclusion brings together the world-
leading expertise of the Surrey Institute for People-Centred AI (PAI) at the University of Surrey, a pioneer in AI technologies for the creative industries (including vision, audio, language, and machine learning), and StoryFutures at Royal Holloway, University of London, a leader in creative production and audience
experience (arts, psychology, user research, and creative production).

Our CDT programme is designed to develop the skills and understanding required to create intelligent media
services which are inclusive for all. Through a unique challenge-led PhD research training programme, co-created with stakeholders and industry partners, we aim to train future industry leaders to shape real-world digital media inclusion. Our vision is to deliver unique cross-disciplinary training embedded in real-world challenges and creative practice, and to address the industry need for people with responsible AI, inclusive design and creative skills.

Funded by UK Research and Innovation (UKRI), this programme is part of the government’s strategic effort to
position the UK at the forefront of global AI expertise. Our goal is to train PhD researchers to be ready to lead the transformation towards responsible, AI-enabled inclusive media.

Our CDT programme’s vision is to train future creative industry leaders to realise the potential of AI to enable
intelligent digital media services designed to be inclusive for all. Future media will intelligently adapt to individual interest, demographics and accessibility needs to increase audience engagement and reduce barriers to inclusion. We are steadfast in our commitment to responsible AI and digital media inclusion within the creative industries and beyond. We believe that equal representation, access, and inclusion in digital media and services is essential for societal inclusion and fostering a diverse and vibrant creative media landscape.

Our mission is to ensure that all voices, regardless of background, are heard and valued in the digital realm. We actively work to break down barriers to entry and provide opportunities for underrepresented groups to thrive in digital media and aim to ensure that all our digital media communications are accessible. Our CDT will be a catalyst for the UK creative industries to lead future AI-enabled media services which are inclusive for all.

Surrey Institute for People-Centred AI (PAI)
The Surrey Institute for People-Centred AI is the founding pan-university research institute at the University of
Surrey, bringing together core AI-related expertise in audio-visual AI, machine learning, signal processing,
computer science, and mathematics, with domain expertise across engineering and physical sciences, human and animal health, law and regulation, business, finance and the arts, humanities and social sciences.
Our multi-disciplinary approach puts people at the heart of AI. Our research starts with the challenges that impact individuals, communities and society, and identifies how AI can address them safely, responsibly and inclusively.

PAI’s success builds on the strength of the University of Surrey 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 AI and Robotics.

Story Futures
StoryFutures is Royal Holloway’s Strategic Business Unit that is designed to catalyse, promote and accelerate multidisciplinary applied R&D in collaboration with creative industries partners. The unit brings together researchers from disciplines as diverse as Electronic Engineering and Drama, Geography and Psychology, Media Arts and Management (to name a few). Inclusive Innovation has been at the heart of StoryFutures work, including the ground-breaking StoryTrails with David Olusoga and 50 diverse creatives; the professional skills initiative,

StoryFutures Academy (with the National Film & Television School); and The National Gallery’s Keeper of
Paintings. Our work has primarily focused on the creative application of innovative technologies, especially VR, AR and MR – and increasingly working with AI.
StoryFutures also leads the new £51.1m CoSTAR National R&D Lab, built in partnership with University of Surrey PAI lead partner for Creative AI. The CoSTAR National R&D Lab brings together these institutions in a world-leading partnership with Pinewood, BT, Disguise and Abertay University to ensure the UK’s Screen and Performance industries have the innovation infrastructure to access cutting-edge research, facilities, specialist technologies, capabilities, tools, knowledge and expertise to compete globally.

	Department Structure Chart Please highlight the post holder’s role by right clicking and selecting format shape, selecting solid fill and 2nd shade of blue in list. Boxes can be added/removed by right-clicking and selecting add shape or cut. Font should be Frutiger LT Std 45 Light (max font size 10).
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	Relationships 
Internal
· CDT Programme Manager. Line management, direction and prioritisation.
· CDT Leadership Team.  Administrative and operational support
· CDT Training Manager.  Administrative and operational support
· Professional Services in PAI and across other teams.  Co-ordination of processes and compliance
· Academic Staff and Supervisors.  Co-ordination of CDT activities and communication. 
External
· Royal Holloway CDT team.  Academic leads and Training Co-ordinator 
· Industry Partners, UKRI funding body, Independent Advisory Board.  Co-ordination of events, processes and compliance
· Propective and current CDT researchers.  Enquiries and support
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