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THE POST

College/Service:	Research Directorate: Research Ethics, Governance and Compliance Team

Post:			Research Governance Officer

Reference No:		ePloy 1095

Grade:			E

Reporting To:		Head of Research Ethics, Governance and Compliance

Key Relationships:	Research Ethics and Governance Manager, and 
· Senior Research Governance Officer
· Academic and research staff
· Research students 
· NHS R&D Facilitators
· NHS R&D Department staff
· Exeter Clinical Research Facility staff
· Health Research Authority
· University Research Managers and administrators

The above full-time permanent post is available immediately in the Governance and Compliance Office.

Job Description

Main purpose of the job:

The post holder will support the safe conduct of research in accordance with the UK Policy Framework for Health and Social Care Research, and with Good Clinical Practice guidelines and the Medicines for Human Use (Clinical Trials) (Amendment) Regulations 2025. They will assist the Research Ethics and Governance Manager in providing assurance that the rights, dignity, safety and wellbeing of participants are protected and that the University’s research governance procedures are followed.

The Research Governance Officer will be responsible for supporting researchers in new study applications and ongoing studies, and for performing all research governance processes according to protocols. They will be required to develop knowledge on obtaining the appropriate authorisations and will provide an effective link between external agencies, research teams, relevant University professional services staff and NHS R&D Departments.
 
Main duties and accountabilities:

· Assist the Research Ethics and Governance Manager in the assessment of new study applications for sponsorship approval and for ongoing study amendments. Provide and receive complex information (e.g. approvals, contract/agreement information) and ensure that all study documentation is produced to an acceptable standard.
· Ensure the efficient and timely processing of studies to final approval by providing researchers with the relevant information on the requirements for obtaining relevant approvals and actively supporting researchers with producing study documentation and applications.
· Conduct, participate in and support the monitoring and audit of ongoing studies

· Provide support for incident reporting and monitoring of corrective and preventative actions.  Follow procedures on risk and adverse event reporting, completing the appropriate records and report documents where required. 
· Adhere to the requirements of the UK Policy Framework for Health and Social Care Research, Good Clinical Practice (GCP), the EU Directive on Clinical Trials (Medicines for Human Use) Act, the Medicines for Human Use (Clinical Trials) (Amendment) Regulations 2025 and other guidance/requirements relating to research, clinical trials and University policies as appropriate.
· Maintain and develop knowledge of the relevant IT systems (e.g. Integrated Research Application System (IRAS)), research governance and applicable regulations to ensure that instruction and information provided to researchers is accurate. Maintain current knowledge of best practice and developments.
· Participate in and contribute to process and policy developments. Disseminate and implement these developments as appropriate.
· Maintain and develop spreadsheets/databases tracking research progress and timelines. Maintain accurate records on studies, including study files and sponsor files, updating them in a timely manner, requesting updated information and missing/incorrect information as required.
· Generate reports and letters as required. Support the Senior Research Governance Officer/Research Ethics & Governance Manager in the production of reports and plans.
· Ensure that information is regularly updated on the University’s website and Research Toolkit.
· Facilitate training and workshops for researchers, students and others as required.
· Assist with preparation for inspections conducted by regulatory authorities.
· Develop and maintain good working relationships with University staff at all levels and with relevant staff from external organisations. Attend meetings within the University and with external organisations as required.
· Support research misconduct and integrity processes. 
· Other tasks and activities as required by the Research Ethics and Governance Manager, including general office duties and provision of cover for other members of the Research Ethics and Governance Team as required. 


This job description summarises the main duties and accountabilities of the post and is not comprehensive: the post-holder may be required to undertake other duties of similar level and responsibility.

Person Specification

	Competency
	Essential
	Desirable

	Attainments/Qualifications

	Undergraduate degree or equivalent


	Degree in a life or social sciences subject; understanding of research methods and ethics

	Skills and Understanding

	IT skills including working knowledge of the Microsoft Office Suite and the internet.
Excellent customer relations skills including a professional telephone manner

Understanding of the clinical research governance process including HRA Approval
Knowledge of the Department of Health’s UK Policy Framework for Health and Social Care Research, the Medicines for Human Use (Clinical Trials) (Amendment) Regulations 2025,  Good Clinical Practice, and other regulations relating to medical/clinical research
Understanding of the significance of research governance and good research management

	

	Prior Experience

	Experience in a similar or related role (e.g. NHS R&D, HRA, University Research Governance, quality assurance, information governance)


Demonstrable experience of using strong communication skills to communicate with discretion at all levels.

Experience of recording actions on spreadsheets/databases and sharing the information within a team

	Experience of developing content for websites
Experience of conducting monitoring and/or audit of clinical research. 
Experience of servicing committees (agendas, papers and minute taking skills).

	Behavioral Characteristics

	Demonstrable ability to work proactively and to find relevant solutions to problems.

Good time management, prioritisation of workloads and ability to follow standard operating procedures without supervision

 
	Willingness to contribute to national or international networks



	Circumstances

	
	Ability to travel to all campuses of the University in Devon and Cornwall and to travel in the UK for training, CPD and to participate in network events


	
Informal Enquiries
Before submitting an application you may wish to discuss the post further by contacting Sean Jennings, Head of Research Governance, Ethics and Compliance, email s.jennings@exeter.ac.uk.

Additional Information Relating to the Post

Hours of work
Hours of work will be 21.54 hours per week (part-time) but staff at this level may occasionally be required to work additional hours to meet the requirements of the role.


Terms & Conditions 
Our Terms and Conditions of Employment can be viewed here. 

Further Information 
Please see our website for further information on working at the University of Exeter. 
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