



Job description 

Job title: 	Research Portfolio Officer

Reports to:	Research Liaison Manager
Department:	Research Delivery
Directorate:	Research

Our vision
A future free from arthritis.

Our mission
We won’t rest until everyone with arthritis has access to the treatments and support they need to live the life they choose with real hope of a cure in the future. 

To deliver our mission we invest in world class research, deliver high quality services and campaign on the issues that matter most to people with arthritis.  We have developed an ambitious five-year strategy, complimented by our research strategy to help us achieve our vision and mission.

Our values 
We are United, Compassionate, Inclusive and Brave in all that we do.

Research Directorate
The Research directorate funds world leading research that produces tangible impact for people with arthritis, while ensuring that the voices of people with lived experience of arthritis are included throughout research design, delivery and implementation. We translate research outcomes and health data into accessible information and impacts that can be used to improve the lives of millions of people living with arthritis, from support for self-management of arthritis and pain to life changing breakthrough treatments. The directorate is made up of four teams: Awards Operations, Research Delivery, Research Strategy and Growth, and Innovation and Industry Partnerships.

Job purpose 	
The Research Portfolio Officer’s main role is to help support the Research Programme Managers to develop and manage the Arthritis UK research portfolio and to help translate that for wider organisational use and benefit.
Main duties	
· Support the Research Managers to develop, manage and understand the Charity’s Research Portfolio and implement the Arthritis UK Research Strategy.
· Support the development of papers and briefings for the charity’s executive and committees.
· Support the Research Programme Managers with expert review selection.
· Working with the Research Award Teams and Research Award holders, ensure the reporting of research outputs is of the highest quality and that research outputs are captured in a format that allows us to show how we are delivering against our strategic objectives to a variety of different audiences.
· Gather impactful and engaging research content to support the work of the Income and Engagement Teams, to strengthen our ability to fundraise against our Discover strategy and to secure significant media and press attention.
· Organise and contribute to internal and external events, to ensure Arthritis UK’s research portfolio is developed, effectively championed and to gather research intelligence.
· Work to individual performance objectives and seek the most effective and efficient ways to complete tasks and requests.
· To embrace, embed and deliver the organisational values, commitments, and culture throughout all activity.
· To ensure all designated training is completed and all activity is delivered in line with organisational policy and practice.
· To embrace a safeguarding culture where everyone has responsibility for the safeguarding and wellbeing of vulnerable adults and children.
· To undertake any other duties as appropriate to the role and organisational requirements.

Key stakeholders and relationships (internal/external)

· Research Programme Managers
· Research Impact Team
· Income and Engagement Directorate.
· Award Operations Team
· Arthritis UK award holders

End of job description. Person specification on following page.


Person specification

Experience and knowledge
Comfortable in working with research related metrics and data with some experience of understanding and preparing medical/scientific information for non-specialist audiences.

Qualifications and professional memberships
A scientific degree or equivalent level of experience in medical research  via the charity, commercial, health, higher education or publishing sectors.

Skills
· High-quality verbal and written communication skills including being able to communicate complex information and requirements to a wide range of audiences and stakeholders.
· A flexible and collaborative approach: able to work closely and adaptively with immediate team and collaboratively across the organisation.
· Good information technology skills, including effective database/PubMed/internet search techniques and significant experience of using Microsoft Office Packages.
· Proven ability to manage multiple projects, with the ability to prioritise and meet deadlines independently, including rapid turnaround requests. 

Desirable experience, knowledge and skills	
· Experience in a medical research environment.
· Knowledge or experience of the research application, award and monitoring process.



Criminal Record Check

Arthritis UK is committed to keeping children, young people and vulnerable adults safe from harm. We will undertake safer recruitment practices and relevant checks applicable for the role. 

This role DOES NOT require a Criminal Record check.

End of person specification.
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