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Job Description

	Job title
	Senior Contracts Officer (Legal)

	Department/School
	Research & Innovation Services (RIS)

	Job family
	Management, Specialist and Administration

	Grade
	8

	Reporting to
	Head of Contracts (RIS)

	Responsible for
	There will be line management of more junior team members. 

	Location
	Hybrid - home and on-campus. The possibility of a ‘largely remote’ arrangement will be considered if the postholder meets the requirements.



	Background and context

	
The Contracts Team in RIS fulfils a crucial role within the University’s research and innovation pipeline. This role will have the leadership responsibility for managing the entire contract portfolio pipeline for the Contracts Team initially together with the other Senior Contracts Officers including the triage and allocation of incoming contracts matters. 




	Job purpose

	[bookmark: _Hlk174715748]
The role-holder will manage oversight of the contracts process, ensuring timely communication with stakeholders, co-ordination with faculties and senior academics, in each case ensuring the right balance between timely completion and risk.
 
They will support and advise the Head of Contracts in matters of contracts policy and process updating to ensure the development of a continuous process improvement ethos in the team. This will include working with the Head of Contracts and existing Senior Contracts Officers to develop and oversee a range of University template contracts as a basis for preparing agreements with external parties; and improvements to the RIS Contracts Management system, the content of which they will manage. They will deputise for the Head of Contracts as necessary, including attending meetings inside and outside the University and contributing to an established approval process for recommending contracts for signature to the Head of Contracts/other signatories.
 
The role will include line management of more junior members of the team. 




	Main duties and responsibilities 

	1

	Review legal documents (including research and studentship agreements, sub-contracts, NDAs, MTAs, complex commercial consortium agreements), taking into account the University’s current policy requirements and SOPs and making pragmatic judgements about the need for additional legal support/ assistance with more complex drafting or negotiations.

	2

	Review and negotiate incoming research-related contracts, ensuring the right balance between expedience and risk, as indicated by other Senior Contracts Officers/Head of Contracts.

	3
	Understand the implications of charity law, the academic community’s preference to publish and disseminate results from their research endeavour and the ability to identify where appropriate the application of VAT in circumstances where the University’s charitable purposes are not met.

	4
	Undertake independent re-drafting and revision of external parties’ contract terms and suggest/recommend changes necessary to achieve the best position for the University.

	5
	Liaise with academics and other internal stakeholders to obtain all necessary background and context.

	6
	Liaise with external clients and collaborators.

	7
	Use and adapt (as necessary) approved University template contracts as a basis for preparing research-related contracts with external parties. Amend and adapt templates for use by the wider team as legislative and regulatory landscape changes.

	8
	Ensure that all the resource, contractual and risk implications to the University of undertaking the work have been fully understood, considered and (as far as possible) resolved, liaising with internal stakeholders as necessary.

	9
	Escalate any contracts failing the University’s current policy requirements to the appropriate level, and to make recommendations as regards level of risk.

	10
	Ensure academic colleagues understand contractual obligations and suggest ways in which any risks may be mitigated.

	11
	 Ensure professional services colleagues are given timely notice for any action they may need to take.

	12
	Maintain adequate records and store signed contracts appropriately in a dedicated electronic database (WorkTribe™).

	13
	Address potential conflicts of interest between the objectives of the academic colleague in undertaking the contracted activity, the policies/regulations of the University and the customer’s business/commercial objectives. 

	14
	Liaise with other teams within Research and Innovation Services and other University functions as appropriate. 

	15
	Prepare and keep under review standard contracts and associated legal documents for all aspects of research and enterprise activity, including from time to time assisting the Commercialisation Solicitor with matters relating to Tech Transfer and commercialisation. 

	16
	Evaluate and negotiate ownership of and access to intellectual property and developing appropriate exploitation strategies. 

	17
	Liaise with funding agencies from both public and private sectors. 

	18
	Maintain awareness of relevant legislation, Government initiatives and regional HE/Industry Interactions commensurate with the responsibilities of the role. 

	19
	Mentor, coach and supervise work of more junior members of the team.

	20
	Support the continuous development and review of existing systems and processes e.g. WorkTribe™, identifying any areas for improvement and providing expert recommendations based on the findings. 

	21
	Support the ongoing development of the University’s research contracts risk matrix.

	22
	Provide training and support to colleagues across the institution in the post holder’s capacity as an institutional contract expert. 

	
You will from time to time be required to undertake other duties of a similar nature as reasonably required by your line manager. You are required to follow all University policies and procedures at all times and take account of University guidance.
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Person Specification
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	Essential
	Desirable

	Qualifications
	
	

	LLB Law degree qualification as a minimum, or other relevant legal qualification e.g. CPE, SQE, LPC or CILEX 

	√
	

	Legal practising certificate 
	
	√

	Experience/Knowledge
	
	

	Proven experience of working in a busy and demanding (preferably in-house public sector) Contracts Team
	√
	

	Up-to-date relevant legal knowledge including Data Protection, Export Controls, Subsidy Controls 
	√
	

	Advanced knowledge of research administration and legal contracts in the context of HE/other public sector organisation.

	√
	

	Commitment to the support and development of the wider team
	√
	

	Leadership and management competence
	√
	

	Pragmatic and reasoned judgement to advise on a level and range of contractual/legal risks. 
	√
	

	Skills
	
	

	The ability to manage a diverse workload in changing environments is essential.

	√
	

	Strategic thinking.
	√
	

	Interpersonal, analytical, organisational and communication skills.

	√
	

	Numerical and IT skills.

	√
	

	Ability to work under pressure/ cope with competing priorities
	√
	

	Tact, diplomacy, and the ability to influence and persuade a broad range of individuals.

	√
	





	Attributes

	Managing self and personal skills:
Willing and able to assess and apply own skills, abilities and experience. Being aware of own behaviour and how it impacts on others.


	Delivering excellent service:
Providing the best quality service to all students and staff and to external customers e.g. clients, suppliers. Building genuine and open long-term relationships in order to drive up service standards.



	Finding innovative solutions:
Taking a holistic view and working enthusiastically and with creativity to analyse problems and develop innovative and workable solutions. Identifying opportunities for innovation.



	Embracing change:
Adjusting to unfamiliar situations, demands and changing roles. Seeing change as an opportunity and being receptive to new ideas.



	Using resources:
Making effective use of available resources including people, information, networks and budgets. Being aware of the financial and commercial aspects of the University.



	Engaging with the big picture:
Seeing the work that you do in the context of the bigger picture e.g. in the context of what the University/other departments are striving to achieve and taking a long-term view. Communicating vision clearly and enthusiastically to inspire and motivate others.



	Developing self and others:
Showing commitment to own development and supporting and encouraging others to develop their knowledge, skills and behaviours to enable them to reach their full potential for the wider benefit of the University.



	Working with people:
Working co-operatively with others in order to achieve objectives. Demonstrating a commitment to diversity and applying a wider range of interpersonal skills. 


	Achieving results:
Planning and organising workloads to ensure that deadlines are met within resource constraints. Consistently meeting objectives and success criteria.
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