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Job Profile     (To be attached to the relevant Grade Profile document)
	Core job information

	Job Title
	Creativeworks London Knowledge Exchange Co-ordinator FILLIN   \* MERGEFORMAT 

	Dept./School/Inst.
	School of English and Drama
	Section/Centre/Unit
	AHRC

	Career Family
	Professional Services
	Grade
	5 (point 31)

	Working hours per week
	Full-time (35hrs)
	Appointment period
	Fixed Term until 31/05/2016

	Reports to (job title)
	Directors CWL Knowledge Exchange 
	Current location
	Somerset House


	Job purpose (Why does the job exist? What is it there to achieve or deliver?)

	The Creativeworks London (CWL) Knowledge Exchange Co-ordinator will work closely with the CWL core team to play a key co-ordinating role within the Knowledge Exchange team based at Somerset House. 

The post will be directed and closely supported by the Directors of the Knowledge Exchange Programme (KEP) to successfully research, co-ordinate and manage the events and activities associated with the KEP. This will include: all events associated with our 3 funded schemes including post-funding evaluation Ideas Pools as well as other KEP events and activities as outlined in the Hub bid.
The postholder plays a key role in information sharing with, data gathering on and getting to know the Small and Medium Enterprise (SME) sector in London with a view to assessing their needs and identifying how they might benefit from the CWL project during its lifespan and thereafter. S/he will contribute significantly towards managing the expectations and inputs of the CWL partners, both academic and non-academic.

The Co-ordinator will also work with Postdoctoral Research Assistants as appropriate to provide a feedback loop from the SME sector and to ensure CWL Hub research is disseminated to CWL KE personnel, directors and other as appropriate and will work closely with CWL hub staff to develop an SME database and other hub resources. The post holder will be required to play a role in the line management of the KE Communications and Administration Officer as required. 
A key part of the role will include: liaising with and advising CWL partnership staff, particularly on the Creative Vouchers scheme; representing the hub at meetings internally and externally and at conferences, festivals and elsewhere as agreed. It is furthermore anticipated that the role will contribute to and co-ordinate future grant applications and other funding opportunities as they arise.


	Knowledge, Skills & Experience (work experience, qualifications, specialist training, key skills, disposition)

	
	Requirements
	Essential/Desirable

	Qualifications
	1. Undergraduate degree in area of relevance to the CWL Project.
2. Post-graduate degree in area of relevance to the bid
	Essential
Desirable

	
	
	

	Experience
	Substantial experience working in a Cultural and Creative Economy business or SME, or in an HEI post working closely with the Cultural and Creative industries.

Proven experience of co-ordinating and administering complex project(s) with multiple stakeholders.
Experience of establishing processes and procedures to ensure smooth running of key practical elements of the programme.
Experience of managing self and others.
Events management and co-ordination.
Experience of working with and communicating to a diverse range of people from junior to senior.
Experience of playing a key role in fundraising teams.
	Essential

Essential

Essential
Essential

Essential
Essential

Essential

	
	
	

	Knowledge, skills & abilities
	Good demonstrable working knowledge of the cultural and creative economies or SME sector in London.
Working knowledge of policy shifts in fields such as Higher Education, The Creative and Cultural Industries and the Digital Economy.

Demonstrable understanding of the contribution of the university sector to the cultural, social and business life of the UK.
Demonstrable understanding of the capital’s SME sector.
Demonstrable knowledge of at least one of the hub’s key research areas of focus i.e. Digital Economy, Audiences or London’s Creative Workers.
Strong written and verbal skills.
Strong numerical skills and experience of setting and/or managing budgets.
Strong data analysis and research skills and the ability to deal with complex programmes and projects.
Technology skills including: database packages, Word processing, Excel/spreadsheet software, website maintenance/editing (CMS), setting up and using online sharing and collaborative tools, data visualisation/strong visual skills, presentation-making skills.
Ability to use Social Media as appropriate to the task.
	Essential
Essential

Desirable

Essential
Essential

Essential

Essential

Essential

Essential
Essential

	
	
	

	Attitude & disposition
	Outward facing with strong interpersonal and negotiation skills with a diverse range of people types and organisations.
Highly organised with eye to detail.
Ability to work independently and as part of a team.
Ability to see a task through to completion.
Creative/innovative thinker with ability to spot emerging trends and feed back into the Knowledge Exchange Programme.
Ability to exercise sound judgement.
Ability to make appropriate decisions.
Strong interest in the contribution that universities make to the wider society and economy.
	Essential
Essential

Essential

Essential

Desirable
Essential

Essential

Essential

	
	
	

	Other circumstances
	Willingness to work flexibly in order to achieve projects demands.
Ability to work on occasional evenings in order to attend events as required.
	Essential
Essential

	
	
	


	Main Duties and Responsibilities of the Role

	Working closely with the CWL Knowledge Exchange team to ensure the successful, co-ordination and delivery of the Knowledge Exchange Programme.
Liaising with Knowledge Exchange Staff at CWL partner institutions and also with the SME sector to ensure the successful delivery of the KEP and to strategies to support the future development of the collaborative research projects funded through the programme.
1. Work with KE Team to co-ordinate and manage the hub’s Knowledge Exchange Programme activities to include:
1.1 Identifying appropriate venues for funding stream activities and other activities as appropriate.
1.2 Working to support organisations and individuals taking part in KE funding streams and to develop support strategies for previously funded work, whether through new funding opportunities or through providing showcasing and other networking opportunities.
1.3 Scheduling and ensuring the effective delivery of the remaining KE funding streams.
1.4 Working with Hub Manager to ensure appropriate contracts and IP arrangements are put in place.
2. Work with senior KE team to co-design and deliver events with existing and new partners on emerging areas of interest to hub network.
3. Setting up regular group and one-to-one meetings with the Innovation and Enterprise and Research administration personnel involved in the delivery of the programme.
4. Play a key role in information sharing with, intelligence gathering on the CCI SME sector in London and the agencies that support them.
5. Work with the Postdoctoral Research Assistants as appropriate to provide a feedback loop from the SME sector and to ensure CWL Hub research is disseminated to CWL directors and other as appropriate.

6. Liaise with CWL hub staff as agreed on the maintenance and development of the Hub database and other resources.
7. Effectively liaise with and communicate with the CWL partnership (a diverse mix of academic institutions and cultural and creative sector businesses) in the delivery of the above and on other activities as required.

8. Contribute to the CWL blog and to identifying innovative opportunities for the project to present its work at conferences and other events.
9. Lead on CWL’s social media presence including Twitter, LinkedIn Group and Facebook and others into the future as appropriate.

10. Contribute to Basecamp and other shared hub team resources.
11. Play a key role in developing a future-proofing strategy for CWL funded projects by: contributing to and co-ordinating future grant applications, identifying other funding opportunities as they arise and holding information events/workshops to alert previously supported individuals to such opportunities.
12. Representing the hub at meetings internally and externally and at conferences, festivals and elsewhere as agreed.

13.  CWL is entering the final third of the project lifespan and as such it is expected that the post-holder will contribute to project evaluation, the gathering and analysis of data, and to identifying methods/activities that will help create a robust legacy for the programme.
14. Assisting in the innovative delivery and presentation of the KE team work as required.



	Working Environment (knowledge of special working practices, breadth of management skill required, customer impact, responsibility, efficiency)

	Apply expertise and broad management experience to deliver effective and efficient services throughout to meet CWL partner requirements and those of the SME sector.
Generate ideas and innovative solutions to the delivery of the Knowledge Exchange Programme.

Contribute towards CWL communications strategy including social media, blog and shared online tools.
To research and deliver on aspects of the KEP under the guidance of the KEP Directors and other hub staff as appropriate.
Co-ordinate and design processes to best respond to the needs of the CCI SME sector in relation to the hub now and into the future.
Ensure professional and quality services standards are maintained and applied across all aspects of the co-ordination of the CWL Knowledge Exchange Programme.


	Freedom to Act & Decision Making (depth of control, supervision received, use of judgement & initiative, analytical ability)

	Post holder will be responsible for ensuring the co-ordination of all agreed aspects of the Knowledge Exchange Programme.
Will use knowledge to identify potential SMEs to become involved in CWL KE funding streams and other activities and events.
Plan and organise the co-ordination of KEP activities, working in conjunction with CWL to ensure project objectives are being met.
Provide advice, analysis and interpretation from research undertaken and inform senior management as appropriate.


	Communication & Networking (liaison with others, type and level of communications)

	Represent the work of the hub to the SME community.
Contact academics in the partnership who could contribute to Ideas Pools and other aspects of the Knowledge Exchange Programme.
Interact with CWL hub partners (academic and non-academic) to generate and co-ordinate ideas and practices.


	Finance/Resource Management (budgeting, forecasting)

	Work with team to co-monitor all aspects of the delivery of other key the Knowledge Exchange Programme funding streams, events and activities.
Contribute to resource and budget planning for effective KEP delivery.
Contribute towards the development of funding applications as required.


	People Management (supervisory responsibility, human relations skills)

	The post holder will be required to manage specific aspects of the KE Communications and Administration Officer post and will liaise with others in the wider CWL team as appropriate.


This job description sets out the duties of the post at the time it was drawn up. Such duties may vary from time to time without changing the general character of the duties or level of responsibility entailed. Such variations are a common occurrence and cannot of themselves justify a reconsideration of the grading of the post.
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