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	Position Title

	PGR Co-ordinator
	Position No.
	16890

	College/Department/ Directorate
	Student Professional Development

	Grade

	G5 

	Reporting To

	PGR Operations Manager

	Date reviewed

	June 2026




Summary:

Brunel University of London is home to a thriving postgraduate research (PGR) community of more than 800 doctoral researchers; it is also a top 40 UK research-intensive university (REF 2021). Brunel was ranked 6th in the UK for research impact in the QS Europe Rankings 2026.  This role is central to providing high-quality administrative and operational support to ensure the effective delivery of PGR training, studentship funding, communications, and key compliance-related processes.
Working closely with the PGR Operations Manager, you will help develop and maintain efficient systems and processes that support the smooth running of operational activities. The position requires excellent organisational skills, strong attention to detail, and the ability to manage multiple priorities while making effective use of a range of IT systems.
This is an exciting opportunity to contribute to a dynamic research environment and play an important role in enhancing the experience of doctoral researchers throughout their journey at Brunel.

Accountabilities and responsibilities: 

PGR Training and Digital Platform Support
The postholder will:
· Manage the Inkpath platform, including: 
· Uploading and maintaining training and development content
· Ensuring training opportunities are current and accurate
· Mapping training to the Brunel 3D tool and Researcher Concordat, with guidance from the Training and Development Specialist 
· Promote training opportunities to PGR students through coordinated communications

PGR Community and Engagement
· Support the implementation of the PGR community programme, including: 
· Monthly coffee sessions/lunch-and-learn events 
· Support a visible and inclusive PGR community, contributing to the REF research environment narrative

Communications and Induction
· Lead on PGR communications relating to training, induction, and general updates
· Coordinate PGR inductions that run several times a year.  This includes co-ordinating logistics around room bookings, catering, booking staff speakers and co-ordinating attendee bookings. 
· Coordinate the distribution of welcome letters to new PGR students

General PGR Administration
· Respond to general PGR enquiries that cannot be resolved by the Student Hub
· Maintain and update PGR webpages, using content provided by the PGR Operations Manager and key stakeholders

Support for Doctoral Grants and Training Activity
The role will provide direct administrative support to the Doctoral Grants and Training Manager.
· Manage web content related to doctoral grants and funded studentships
· Support the Doctorial Grants and Training Manager with administering PhD student bursary payments, working closely with the Student Records team.
· Support administering non staff expenses for funded PhD students i.e. travel and conference costs. 
· Co-ordinate applications, recruitment and general queries for a number of high-volume Research Council funded studentships
· Create embedded application documents to capture EDI data required for UKRI reporting
· Create and maintaining finance tracking spreadsheets, including monitoring compliance with updated UKRI Terms and Conditions (e.g. sick leave)
· Support the management of the new UKRI studentship platform, ensuring accurate data for HESA and institutional reporting
· Support activity related to Research Fish, encouraging timely submission of outputs linked to public funding


Other Duties

Undertake any other reasonable duties as required and commensurate with the grade of post in accordance with university and departmental policies, procedures and codes of conduct.

Adhere to and comply with the provisions of the Data Protection Act and the Health and Safety at Work Act in accordance with university policies.

Promote the University’s Environmental Policy and demonstrate commitment to it through actions and decision making.

Actively participate in on going professional development activities as requested.



Our Values:
Our values play out across everything we do. We hold ourselves accountable to the highest standards in all our activities and decisions. They add value to both student and colleague experience at Brunel, helping us to deliver our strategy and plans.

Open	We are welcoming and believe in the power of diversity. We are transparent in our decisions and deliver on what we say.

Courageous	We seek and take on ambitious challenges. We are brave and committed to thinking differently. Nothing stops us from going after our goals.

Inventive: 	We are purposeful in an ever-changing world. Collaborating and innovating to reach our full potential and to change lives - and the world - for the better. We celebrate breakthroughs and strive for the best.



Organisational Structure Chart:
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Person Specification

Disabled applicants meeting the Essential criterion will be offered an interview as part of the University’s commitment to the Disability Confident Scheme.    

[bookmark: _Hlk179814578]
	Criteria
	Essential /Desirable*

	Education, qualifications and training

	· Educated to A-level standard or equivalent, or equivalent relevant work experience in an administrative role.
· Degree or equivalent qualification.
	E

D


	Experience 


	· Experience of working in a busy administrative or operational support role.
· Experience of working in a large, complex organisation
· Experience of working in Higher Education or research environment
· Experience of maintaining accurate records and managing data using spreadsheets or databases.
· Experience of updating web content or digital platforms.
· Experience supporting student-related services or postgraduate programmes.
· Familiarity with funding administration or financial tracking processes.
· Knowledge of research funding bodies (e.g. UKRI) or research reporting processes (e.g. Researchfish).
	E

E
D

E

D
D

D

D









	Knowledge and Skills 
	· Strong organisational skills with the ability to manage multiple tasks and deadlines.
· Excellent attention to detail and ability to maintain accurate records.
· Strong IT skills, including Microsoft Office (particularly Excel, Outlook and Word).
· Ability to develop and improve administrative systems and processes to support operational delivery.
· Strong written and verbal communication skills.
· Ability to work well in a team and collaboratively across the University with colleagues and key stakeholders.
· Ability to handle confidential and sensitive information appropriately.
· Experience using content management systems or web editing tools.
· Experience creating reports, dashboards or data summaries.

	E

E

E

E

E

E

E


D

D

	Attributes
	· Highly organised and proactive, with the ability to prioritise workload effectively.
· A customer-focused approach, committed to providing a high-quality service to students and staff.
· Ability to work independently as well as part of a team.
· Flexible and adaptable in a busy operational environment.
· Commitment to supporting an inclusive and welcoming research community.
· Aligned with Brunel’s values of being open, courageous and inventive
· Committed to fostering an equitable and inclusive workplace
· A flexible approach to changing demands of a service
	E

E

E
E
E

E

E
E





*Where a large pool of applicants meet the essential criteria, the desirable criteria will be used as part of the first stage of short listing. 



JOB HAZARD DECLARATION
A job specific risk assessment has been undertaken, and recorded, for this post.
Yes ☐  No ☒
The risk assessment has identified the need for Health Surveillance.
Yes ☐  No ☒
If you have selected “Yes” then please specify:
1. What type of surveillance is required and why?

2. Whether or not you have sought advice from Occupational Health or the Health, Safety & Environment Team?

The work involved requires vaccination
Yes ☐  No ☒
If you have selected “Yes” then please specify:
1. What type of Vaccination is required and why?

2. Whether or not you have sought advice from Occupational Health or the Health, Safety & Environment Team?

For inclusion with job description:
Please provide answers to the following questions. Please add additional items as necessary. For further advice please contact healthandsafety@brunel.ac.uk (“No” responses should be deleted before advertising.)

A) This role involves working with Display Screen Equipment for extended periods of more than 1 hour per day
Yes ☒    No ☐  

B) This role involves frequent manual handling and/or may be physically demanding
Yes ☐    No ☒  

C) This role involves working outside for long periods of time
Yes ☐    No ☒  

D) This role involves working at Height
Yes ☐    No ☒  

E) This role involves work in confined spaces
Yes ☐    No ☒  


F) This role involves working in a noisy environment
Yes ☐    No ☒  

G) This role involves Travel 
Yes ☐    No ☒  

H) This role involves regular work with vibrating equipment
Yes ☐    No ☒  

I) This role involves driving
Yes ☐    No ☒  

The information provided above is, to the best of my knowledge, true and accurate.

	Name: Jonathan Bainbridge

	Signature: Jonathan Bainbridge
	Date: March 2026






Associate Director SPD


Director Graduate School


PGR Operations Manager


Doctoral Training Grants Manager


PGR Co-ordinator


PGR Training & Development Specialist
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