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JOB PURPOSE:
Reporting to the Manager, Research Engagement, this role requires knowledge and understanding of all areas within the diverse Research and Innovation portfolio. The Research Operations Coordinator supports the administrative operations of the Vice President and the Office of Research and Innovation. 
The incumbent will provide complex and comprehensive administrative, relationship development, communications, event support, financial management and budgets, operations management, complex scheduling and special projects assistance support to the Vice President and Office of Research and Innovation in an environment characterized by changing deadlines, sensitive issues and shifting priorities.
The Research Operations Coordinator will be fully cross-trained in the responsibilities of the Strategic Research Initiatives Coordinator in order to provide back-up coverage in the areas of Annual Planning for Strategic Research Initiatives, Research Awards Program Facilitation, and, Intellectual Property and Patent Administration.
KEY ACTIVITIES:
Office Administration and Operations Coordination
Act as the Vice President’s and Senior Director’s Executive Assistant - organize and manage the day-to-day activities (complex and comprehensive) of the Vice President and Senior Director to ensure efficient and effective office operations. Coordinates and schedules all of the VP’s and Senior Director’s meetings: organizes travel arrangements (including securing international travel VISAs, managing letters of invitation, preparing travel itinerary, researching cultural and societal travel advisories, etc.), maintain electronic filing systems and review correspondence to identify those items requiring priority attention, as necessary answering on behalf of the VP and/or Senior Director. Draft responses for VP/Senior Director review and approval where needed. Help VP and Senior Director prepare for meetings, creating appropriate background materials and provide briefings as requested. Greet visitors and respond to calls on behalf of the VP and Senior Director.
Provides administrative support for the Manager and office staff as requested including scheduling, room bookings, swag arrangements, printing, graphic design and material creation, furniture purchasing and arrangement, catering, briefing on topics of safety or concern, and information on key subjects.
Provides information, advice and analysis regarding correspondence, special events, daily schedules and university communications to the VP and Senior Director. 
Attend internal/external meetings, as required, by the VP and the Senior Director, to both document, follow up and action items. Sit on committees, internal and external, as requested by the VP and Senior Director to provide administrative level support and contribute as requested.
Schedule, draft agendas, assemble materials, and take minutes for a variety of meetings that involve external partners.
Provide project coordination for VP projects including administrative support (group correspondence, historical backgrounds, etc.), meeting scheduling, agendas. 
Contribute ideas and recommendations to the Vice-President and act as a sounding board for decision-making. 
Engage directly and maintain relationships with internal and external partners, donors, suppliers, faculty, staff, alumni, and committee members to add value to current and future projects. Provide administrative support to external stakeholders to maintain relationships as requested by the VPRI or Senior Director (travel arrangements, hospitality, graphic design and material creation, room bookings, payment and meeting support).Track and manage action items and reminders for the Vice President and Senior Director.
Source, develop and maintain items in the VP’s gift closet and track recipients of gifts. Maintain up to date awareness of swag items offered across Trent as well as from suppliers to ensure swag items are unique, innovative and fresh. 
Prepare personalized gifts for internal and external parties. Maintain understanding of gifting stipulations/parameters for different guests (i.e., certain requirements for government officials).
Act as the first point of contact for the Office of Research and Innovation providing information and assistance to staff, faculty, students, external partners and the general public for general enquiries and complaints including referral to the appropriate portfolio for action and follow up, requests for the VP and Senior Director’s time, requests for administrative or special project support and scheduling, while ensuring the effective use of the Vice President and the Senior Director’s time.
Work closely with senior administrative offices (Office of the President, Office of the Provost, University Secretariat, Dean Offices, etc.) in the coordination of meetings and managing the Vice President’s and Senior Director’s time. 
Provide administrative support to the Manager and to the Senior Director including scheduling meetings, preparing materials, confirming travel arrangements. 
Act as back-up and support to the Manager, including attending meetings or videoconferences upon request. 
Assist the Vice President and Senior Director, in collaboration with the Manager, in the timely management of communications and consultation on matters which require interpretation and application of policy. 
Draft letters, memos, emails, newsletters/bulletins and website content for internal faculty, staff, students, research associations, and industry partners. 
Process and review items for the Vice President’s and/or Senior Director’s signatures in a timely manner, i.e., Staffing forms, research and service agreements, support letters.
Inform the Senior Director of errors or inconsistencies with policies and practices. 
In consultation with the Manager and/or Senior Director, prepare agendas and background materials for administrative meetings and record minutes as appropriate. 
Responsible for processing and advising on research-related personnel hiring documentation plus liaising with HR and payroll as required. 
Maintain an inventory of current policies, standard operating procedures, practices, on-boarding resources and forms as they relate to the Office of Research and Innovation activities.
Maintenance of office equipment, and completion of annual equipment inventory report (assets over $1,000), including the reallocation or disposal of surplus or obsolete equipment.  
Maintain the office door keys and suite’s door code systems. Maintain the VPRI’s office door keys and door keys to entrepreneurship centre.  
Provide administrative support to Trent University research organizations at the direction of the Manager or Director.
Provide administrative support to entrepreneurship at Trent.
Act as liaison for visitors to Trent on behalf of the Office of Research and Innovation. Address all needs of guests including administrative, gifting, hospitality, etc.
Intellectual Property and Patent Administration (tracking IP and patents filed at Trent by company, maintaining up to date records of file information and payment dates, processing payments, coordinating with the patent offices as needed.
Communication and Technology Assistance
Develop and maintain Office of Research and Innovation and associated webpages ensuring AODA compliance. Liaises with the Communications to resolve technical and formatting issues on webpages. 
Manage social media accounts for the Office of Research and Innovation in consultation with the Manager, Research Engagement. Perform news/media scans to identify key topics to showcase, posts by other institutions/parties to share/like/comment on, create unique content that celebrates faculty and student research and serves as a reminder for funding opportunities while also adhering to the Trent brand. Research and identify methods of increasing visibility such as appropriate times to post to social media, content of posts that attract the most interaction, and identifying where the office’s accounts need improvement.
Responsible for faculty researcher communications from the Office of Research and Innovation.
Collect, track, and analyze metrics as they pertain to social media accounts and communications sent within the university on behalf of the Office of Research and Innovation. Use metrics to inform the health of social media accounts while researching and implementing new strategies to improve visibility/reach.
Act as primary point of contact for Request Tracker and phone calls receiving general calls and emails to the Office of Research and Innovation.
Develop and maintain internal file sharing structures including: MS Share Drive, OneDrive, Teams, and SharePoint Portals (or similar digital databases and group manager systems provided by Information Technology). 
Maintain an advanced capability in information technology required for the effective functioning of the office including Zoom, Microsoft Teams, Microsoft Suite, IRIS, eFIN, and OneDrive. Set up new staff with appropriate software and technology and train office staff on new technology/updates to current technology as needed. Troubleshoot software and physical equipment issues.
Coordinate printing services, including administration, responding to issues, communicating with outside vendors and internal partners as necessary to resolve administrative issues. 
Provide regular support for daily tasks or projects related to systems support. 
Finance and Budget Support 
Oversee operational accounts for the VP Office, the VP’s research accounts, and allowances allocated to the VP such as the professional development fund.
Maintain an up-to-date spreadsheet tracking intellectual property held at Trent, it’s status and inventors, and payment status of each item.
Administer all departmental financial transactions, including monitoring and processing of purchase requisitions and expense reimbursements for the Office of Research and Innovation. 
Discovers and investigates inaccuracies within the accounts and takes appropriate measures for reconciliation.
Provide estimations and information collected in support of annual budget submissions. 
Assist the Manager and the Senior Director in the monitoring of specific budget lines. 
Reconcile all Research and Innovation credit card statements monthly, ensuring all expense documentation, approvals, budget allocations, and online submissions are accurate and complete. 
Act as the departmental purchasing agent for all equipment, furniture & supplies orders; includes liaising with suppliers, acquiring prices, processing orders and maintaining records and ensuring payment. Assist the manager in the design of office spaces (produce and review sketches, furniture arrangements, etc. while maintaining interest of office staff and fire code requirements). Determine staff needs and preferences related to sizing, colors, placement, availability, and ergonomics to ensure staff are comfortable. Adhere to staff and manager preferences to ensure both sides are satisfied. Coordinate delivery and assembly of furniture, as well as payment. Identify and follow up with any issues pertaining to furniture or repairs as needed.
Prepare and process expenditures, expense reimbursements, purchase requisitions and other charges to office accounts.
Special Projects and other duties
Assist in the planning of special projects, events, and initiatives with the Manager, Research Engagement as required on behalf of the VP and Director.  This may include coordinating working groups, committees and ad hoc committees; as well as event planning and assistance with philanthropic partnerships and research celebration events.
Provide support for special projects requested by faculty and external parties including graphic design and material creation, material reproduction and printing, meeting support.
Participate in ongoing professional development activities, including specialized training.
Provide back up for the Strategic Research Initiatives Coordinator.
Complete other duties as required by the Manager, Senior Director or Vice President. 
EDUCATION REQUIRED:
Honours Bachelor’s Degree.
EXPERIENCE/QUALIFICATIONS REQUIRED:
Experience in administrative support positions in a post-secondary educational institution, preferably working with academic faculty.  An understanding of university governance, operations and culture is essential. Ability to organize and prioritize tasks with strong use of initiative, sound judgement, independent thought and precise attention to detail with a high level of professionalism.
At least three (3) years of relevant experience.
Proven understanding of the various constituencies within the University environment and their influence on decision making at the executive level. Adept at problem solving and excellent judgement in situations requiring initiative and tact.
Demonstrated ability to handle highly confidential information. 
Demonstrated ability to prioritize at a high level.
Excellent verbal and written skills.
Experience developing marketing and promotion materials an asset.
Demonstrated ability to meet deadlines in a fast-paced service environment.
Excellent interpersonal skills and a collaborative style.
Proficiency in using Microsoft Office Software (Word, Excel, Access and PowerPoint), Microsoft Teams, Zoom, Drupal 8 and Internet required.
Proficiency utilizing online portals and platforms.
Solid problem-solving and analytical skills and a proven ability to multitask.
Experience in event planning and/or project management an asset.
SUPERVISION:
· Supervise and direct the activities of student employees. 

Job Evaluation Factors:
Analytical Reasoning
Analytical reasoning is applied to:
Anticipating V.P.’s workload through monitoring and reviewing incoming email, correspondence, meeting requests and tracking/providing background material in advance of meetings 
Prioritizing and mapping out dedicated projects and deadline tracking
Assessing and mitigating potential risks encountered as the Executive Assistant 
Decision Making
Drafting, revising and updating operating procedures and guidelines
Managing the Vice-President’s calendar and scheduling
Tracking and follow-up on Actions/Issues as required and as requested by the Manager, Senior Director or V.P 
Ensuring effective and efficient management of the office, including policy/procedure compliance
Mapping out project timelines, responsibilities, budget, indicators of success
Impact
Keeping the V.P.’s calendar up-to-date; failure to do so will have the V.P. late to a meeting or in the wrong location
Maintaining the standard of operational excellence in the Office of Research and Innovation nurtures a culture of support in the institution
Critically evaluating the demands placed on the V.P ensures the most effective and efficient use of the working hours of the V.P. for the institutional objectives
As the first representative of the Office of Research and Innovation, sets initial impressions of competence, trust and savvy which are reputational matters
Functioning as the ‘engine’ for the Office of Research Innovation; helps to keep team members on track with day-to-day matters as well as larger project work
Responsibility for the Work of Others
Supervise and direct the activities of student employees or interns. Prepare interview questions, organize payroll forms, coordinate with HR to onboard new hires, identify and order required equipment, organize space for new hires to work in. 
Provide guidance by helping new staff to adapt to the work environment or orienting others to work processes and methods on an ad hoc basis. Arrange office spaces for new staff, identify and order furniture and equipment as needed, obtain sign in information for office software, assist in having staff set up on Trent systems (Papercut, Printsys). 
Communication
Internal:
President’s Office – meeting scheduling
Vice-Presidents (all) Offices – meeting scheduling
Secretariat – document collaboration
Deans, Faculty Researchers – meeting scheduling, background document collection
Chartwells Catering – book catering, event logistics
Facilities Management – request maintenance, event logistics
External:	
Various – meeting scheduling, background document collection
Consultants and legal assistants – meeting scheduling, background document collection, follow-up actions
Private Sector Entities such as Industry partners
Motor/Sensory Skills:
Keyboarding & mouse manipulation - Computer usage impacts upon key responsibilities
Dexterity/Coordination - Interaction at special events 
Hearing, speech and visual - complex remote and face to face communication and interaction with key stakeholders
Effort:
Mental:
Sustained concentration - Email review/answer; telephone, document work, manage competing priorities and issues on behalf of the Vice President 
Problem solving ability to exercise sound judgement in order to evaluate and assess situations/issues and to initiate solutions
Physical:
Long periods of time spent keyboarding, in meetings
Frequency of exposure to workplace noise
Working Conditions:
Physical Environment:
There are no adverse physical environment conditions inherent to the job.
Stress:
Challenge of managing competing, urgent and key issues
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