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	Faculty/Service: 
 
	Research Directorate - Research Ethics, Governance and Compliance 

	Post:  	 
 
	Research Ethics Officer 

	Reference No:  
 
	 P43949/1115

	Grade:  	 
 
	E  

	Reporting To:  
	Head of Research Ethics, Governance and Compliance 


 
 
The above part-time (0.59 fte or 21.54 hours a week), permanent post is available immediately in University Professional Services  
 
Job Description 
 
Main purpose of the job:  
The post holder will support the safe and ethical conduct of research in accordance with the university’s Research Ethics Framework, research policies and legislative and regulatory requirements. They will assist the Head of Research Ethics, Governance and Compliance and work with Research Ethics Committees (RECs) in providing assurance that the rights, dignity, safety and wellbeing of research participants are protected, and that the university’s research integrity, ethics and governance procedures and policies are being followed.  
The Research Ethics Officer will be responsible for supporting researchers in setting up complex projects and for ongoing studies, and for consistent application of and compliance with research governance processes according to policies, regulations and legislation. They will be required to provide an effective link between external stakeholders, researchers, research teams and relevant university professional services.  
Main duties and accountabilities:  
1. With the Head of Research Ethics, Governance and Compliance, support the university and its faculties in supporting and delivering relevant and appropriate research ethics and governance review across the full range of research activities.  
2. Provide advice and support for the university’s research ethics committees (RECs), including committee servicing and accurate record keeping as required. Collaborate with REC chairs and members to ensure appropriate risk proportionate triage and ethics review.  Support efficient and timely ethics review by communicating relevant information on the requirements for research governance and the expectations for ethics review to researchers. 
3. Participate in and provide administrative support for monitoring and internal audit of ongoing projects and to provide internal assurance that compliance with policies and standards is maintained.  
4. 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.  
5. Communicate the requirements of university and stakeholder policies and expectations for good practice in research integrity, research governance and ethics as appropriate.  
6. Develop an effective knowledge of the relevant institutional IT systems (e.g. online ethics review system, data storage platforms and frequently used data management applications) to ensure compliance with research governance polices and applicable regulations relating to IT security and personal data. 
7. Ensure that information is regularly updated on the University’s website and SharePoint sites.  
8. Facilitate training and workshops for researchers, students and others as required.
9. Assist with preparation for inspections conducted by regulatory authorities and audits by funders
10. Support the University’s research integrity and misconduct procedures. 
11. 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.  
12. Other tasks and activities as required by the Head of Research Ethics, Governance and Compliance, including general office duties and provision of cover for other members of the Research Ethics and Governance and Compliance Team as required.  

Key Relationships:  
· Research Ethics, Governance and Compliance Team  
· Research Ethics Committee chairs 
· Academic and research services staff  
· Information Governance Team 
· Research students  
· Research Services staff  
· Faculties   
· Professional Services   
 
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 qualifications or demonstrable professional experience in supporting research or working within highly regulated professional frameworks. 

Demonstrable understanding of a range of research methodologies, including  qualitative, quantitative and experimental methodologies.
	Degree in a life or social sciences subject; understanding of research methods  

	Skills and understanding  
	IT skills including working knowledge of the Microsoft Office Suite, workflow systems and database applications.  

Excellent interpersonal and oral and written communication skills with an ability to build effective relationships with internal and external stakeholders  
Working knowledge and understanding of the university’s Research Ethics Framework or other similar frameworks/policies relating to principles and standards in research (research integrity, governance or ethics) and their application

(e.g. UK Research and Innovation Framework for research ethics, Concordat to 
Support Research Integrity or 
Good Clinical Practice)  

Demonstrable experience of showing confidentiality, fairness, tact and discretion in a professional setting
	Understanding of research governance (e.g. HRA Approval, Human Tissue Act or other relevant research related legislation/process)  


Demonstrable experience of handling highly sensitive professional interactions


Prior experience of supporting one of research ethics, governance or integrity in a research organisation

Demonstrable experience of supporting compliance with personal data legislation (Data Protection Act)

Experience of conducting audit, monitoring, or quality checks activities.



	Prior Experience 
	Working within a team, liaising with customers, following up queries.  

Confidently providing advice and guidance in response to complex issues to different audiences


Reviewing processes to ensure all steps have been followed, ensuring quality outcome  

Committee servicing and minute taking
	Knowledge of the university and/or supporting academic staff and researchers







Supporting regulatory inspections and/or audits


Experience of training design and delivery 

	Behavioural 
characteristics/circumstances 
	Highly organised, able to work independently, managing and prioritising an often challenging workload 
Precision and attention to detail  
Recognises the importance of quality / role in supporting high quality outcomes   
Ability to work flexibly as part of a team, contributing to ongoing improvements and the sharing of good practice 

Ability to communicate effectively and professionally at all levels including in an informal and formal context, as appropriate.
.
	 


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