University of Surrey

Faculty of Arts and Human Sciences

Department of Sociology 

Research Administrator – Ref 6546
Salary £23,002 per annum 
The Department of Sociology is looking to appoint a full-time research administrator to join the staff of the Qualitative Innovations in CAQDAS ('QUIC') Node of the ESRC National Research Methods Centre. The post is available for 3 years from 1st July 2008 at the latest. 

 The role involves undertaking a range of general administrative support duties including project management, organising meetings of researchers, coordinating and maintaining the events and training programme of the QUIC Node, maintenance of the project website, and keeping project accounts and records. 
Applicants should be organised, flexible and have a professional approach to their work. Candidates must enjoy working with a variety of people as the role involves contact with academics and members of the public. The ideal candidate will be able to demonstrate excellent interpersonal and organisational ability along with strong computing, oral and written communication skills.  Moreover, he or she must have at least 3 years’ administrative experience and be able to work under pressure and to tight deadlines. Previous experience of supporting research and working in a higher education environment would be particularly useful. 

Informal enquires can be made to Dr Jane Fielding on 01483 689451 or by e-mail: j.fielding@surrey.ac.uk.

To apply on line, please visit www.surrey.ac.uk/vacancies.   Alternatively please contact Louise Ellesley via email on l.ellesley@surrey.ac.uk  or by telephone on 01483 689646 quoting reference number 6546. To send an application, please post to Louise Ellesley, HR Assistant, Faculty of Arts and Human Sciences, University of Surrey, Guildford, Surrey, GU2 7XH.
Closing date for applications: 14th May 2008
Interview board to be held: 29th May 2008

The University is committed to an Equal Opportunities policy

