Senior Project Coordinator
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	School/Department:
	The Centre for Sustainable Design ® / Research & Innovation 

	Grade:
	8

	Reports to:
	Professor Martin Charter  - Director, The Centre for Sustainable Design

	Responsible for:
	N/A

	
	

	Job Summary and Purpose:

	UCA is looking to recruit a Project Coordinator/Senior Researcher on a 3 year term to support the development of the research and knowledge exchange (KE) activities related to The Centre for Sustainable Design ® role in the EC funded Just Fashion project. 

[bookmark: _Hlk183526962]The focus of the research and KE activities will be on sustainability (and specifically circular economy) related to public policy, regulatory and standardisation activities in the fashion, clothing and textiles sector within Europe. 

UCA is Europe’s 2nd largest provider to graduates to the creative industries in Europe. UCA’s mission is foster leading-edge teaching and research related to creativity, business and technology in creative industries and the arts. UCA has a strong base in practice-based research and is developing KE and Innovation alongside this strength. 

The Centre for Sustainable Design ® (CfSD) was founded in 1995 and is based within UCA’s Research & Innovation (R&I) Department. It is affiliated to the UCA Business School for the Creative Industries (BSCI, founded 2018) but works across other Schools at UCA. CfSD developed an international reputation related to its research and KE activities covering business and policy making aspects of sustainability (and circularity) particularly related to products. CfSD works on projects locally, regionally, nationally and globally with industry, academia, policy-makers and civil society.




01	MAIN DUTIES
This professional role will encompass all of the following, but the balance of duties and responsibilities will be determined in agreement with your line manager and the principles of the stated job purpose.
The position will aim to coordinate project activities and deliver research and knowledge exchange (KE) activities related to CfSD’s role in the Just Fashion project  


General Duties 
· Project management
· To manage, coordinate and deliver existing and new projects as appropriate 
· To liaise with other colleagues internally and externally to CfSD/UCA

· Research and Knowledge Exchange (KE) activities
· [bookmark: _Hlk183527063]To coordinate and undertake research and KE activities related to  sustainability and specifically circular economy public policy, regulatory and standardisation activities in the fashion, clothing and textiles sector within Europe. 
· To complete new research as appropriate: write-up and deliver reports, journal papers and presentations 
· To contribute to contribute to other non-policy and standardisation activities as a appropriate 
· [bookmark: _Hlk140066320]To liaise with other colleagues internally and externally to CfSD/UCA

· Communications
· To organise, contribute to and/or deliver webinars, workshops, conferences and hybrid dissemination activities (events)
· To identify potential speakers for events 
· To present at internal/external events  
· To liaise with other colleagues internally and externally to CfSD/UCA

· Other  
· Where applicable contribute to 
· Related other projects, research and KE activities at CfSD/UCA
· Internal/external bid development through research, writing and coordination
· To liaise with other colleagues internally and externally to CfSD/UCA

Specialist duties
· To make a contribution to The Centre for Sustainable Design ® (CfSD) activities overall
· To make a contribution to the Research and Innovation Department, and the UCA Research & Enterprise culture through your own distinctive research and/or professional practice.
· To develop and maintain appropriate personal IT and computer skills, both subject specific and related to general delivery of the programmes. 
· To contribute to the work of the University as a whole as expressed through the University Action Plan, and Annual Operating Targets, and to undertake such additional tasks as may arise in the course of executing the University’s Strategic Plan.
· Undertaking health and safety duties and responsibilities appropriate to the post.
· To take a proactive role in ensuring equality of opportunity among peers, research students and other stakeholders.
· [bookmark: _Hlk140066401]Maintaining and promoting equality and diversity within the terms of the University’s published procedures.

Other Duties
· Complete any other reasonable duties consistent with the grade and status of the post.
[bookmark: _Hlk156307019]02 	DUTIES OF ALL STAFF 

[bookmark: _Hlk156312999]2.1 	To undertake such other duties as are within the scope and spirit of the job purpose, the 	job title, and the grade. 

2.2 	Maintain and promote health, safety & wellbeing awareness and commitment within the 	framework of the University's Health, Safety & Wellbeing policy. 

2.3	Take responsibility for health and safety of yourself and others in carrying out the duties 	of the role.  

2.4	To promote equality, diversity and inclusion in your performance of your duties.

2.5	Undertake any other work and hours of work as required to commensurate with the level 	and responsibility of the post. 

2.6	To actively participate in learning and development to meet the requirements of your role 	and the University.  
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	[bookmark: _Hlk109211881]03	SELECTION MATRIX
	Essential
	Desirable
	Used to shortlist

	Qualifications

	1
	Appropriate PhD that covered sustainability (and specifically circular economy) related to public policy, regulatory and standardisation activities in the fashion, clothing and textiles sector within Europe.
	
	
	

	Knowledge & Experience

	2
	General: Efficient and effective planning and managing workload, prioritising work to meet deadlines and achieve personal, team and project objectives.
	
	
	

	3
	General: Working in a university research and knowledge exchange (KE) projects and activities 
	
	
	

	4
	General: Demonstrate relevant professional networks and relationships that bring expert external knowledge to research and KE activities 
	
	
	

	5
	General: Experience of AI tools and techniques, strengths and weaknesses
	
	
	

	6
	Research/practice: Expert knowledge related to sustainability (and specifically circular economy) related to public policy, regulatory and standardisation activities in the fashion, clothing and textiles sector within Europe.
	
	
	

	7
	Research/practice: Demonstrate industry experience/professional practice in the discipline
	
	
	

	8
	Research/practice: Excellent primary and secondary research skills
	
	
	

	9 
	Research/practice: Excellent report writing skills 
	
	
	

	10 
	Research/practice: Attained or working towards research outputs e.g. published journal papers (equivalent to REF submission)
	
	
	

	11
	Knowledge exchange: Experience of developing and organising webinar, workshops and conferences including speaker recruitment and writing marketing material
	
	
	

	Personal Attributes and Behaviours
	

	11
	Ability to communicate in a clear and timely manner within the core team and project team(s)
	
	
	

	11
	Ability to work in a collaborative way within a small core team and project teams
	
	
	

	12
	Demonstrate, promote and facilitate collaborative ways of working across the organisation
	
	
	

	13
	Demonstrate an innovative and collaborative approach to problems solving under pressure
	
	
	

	14
	Communicate using straight forward language that is tailored to the audience, using the most appropriate medium
	
	
	



Does the role require a DBS? NO
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