
 
THE POST 
 
College/Service: University of Exeter Medical School UEMS - Specialist Medical Research 

Support (IBCS)  
 
Post/Job Title:  Clinical Research Facility Manager (Operations and Finance) 
 
Reference number: R30095 
 
Grade:   G 
 
Responsible to: Clinical & Scientific Directors of the Clinical Research Facility  
 
Responsible for: Professional Services and Clinical Research Staff in the CRF 
 
Job Description 
 
NIHR Exeter Clinical Research Facility (CRF) is a partnership between the University of Exeter Medical School 
(UEMS) and the Royal Devon and Exeter NHS Foundation Trust.  It is dedicated to facilitating clinical and 
translational research, bringing together the research work of many of the leading clinicians both in Exeter and 
other Centres in Devon and Cornwall. We are seeking an experienced and driven clinical research facility 
manager. This senior post is crucial to the success of the CRF. The post holder will manage the work of the 
facility to meet the UKCRC aims of increasing excellent research in the UK supported by the clinical and 
scientific leads for research. They will work with the relevant members of UEMS and the RD&E NHS 
Foundation Trust assisting with the development and implementation of the University and NHS research 
strategies reflecting local and national priorities, whilst also identifying opportunities where Exeter can build on 
current excellence. The post holder will lead the creation of CRF reports to NIHR and other funders.  The post 
holder will ensure effective communication for the facility by developing close partnerships and productive 
working relationships with key individuals and groups across the facility and the wider research community, 
and ensure the facility contributes to national discussion and debate. The post holder will develop a marketing 
approach for the CRF to increase the number of studies whilst maintaining the quality of studies carried out in 
the facility. 
 
Key responsibilities 
 
Facility Strategy 
 

 Work with the Directors of the CRF in the development, implementation and ongoing review of the 
CRF, including advising on the identification of research priority areas and ensure alignment of these 
within the wider context of UEMS and Trust research strategies 

 Manage the infrastructure to support the facility and ensure it meets standards and governance 
requirements of sponsors, seeking input and advice from research leads, clinical research staff, Trust 
and UEMS management and external organisations as appropriate 

 In consultation with the directors develop and implement strategies to ensure the facility achieves 
national targets 

 Develop strategies with clinical leads for research, to overcome potential barriers to participation in 
studies and increase study participation 

 In collaboration with the clinical leads for research, ensure implications of research studies on clinical 
care throughout the facility are effectively determined and that mechanisms are in place to address 
issues appropriately 

 Understand the place of NIHR CRFs for Experimental Medicine in the national clinical research 
infrastructure and in consultation with the Directors of the CRF, ensure the NIHR Exeter CRF has an 
appropriate staffing model, financial and operational structure to contribute effectively, liaising with the 
other research support services as appropriate.  

 Monitor future developments and technologies in relevant treatments with particular regard to research 
 

 

http://medicine.exeter.ac.uk/


Portfolio development 
 

 Develop the CRF portfolio of studies, which are under the supervision of the clinical leads for research, 
ensuring that process are in place so that all CRF adopted studies meet the governance expectations 
and quality systems expected by the research sponsors.  

 Liaise with the clinical scientific advisors in their assessment of the suitability of proposed research 

 Support where appropriate the process of obtaining appropriate local research network adoption of 
local studies 

 Ensure that administrative processes are in place associated with setting up the study, in particular 
ethical, regulatory and local R&D approval for research studies, offering assistance with submissions 
as appropriate. 

 Work with staff across the facility to ensure that targets, including accrual of patients onto studies and 
time to recruitment, are achieved and maintained 

 Assist in the development of consumers in research, grant applications and studies from protocol 
design to trial completion, presentation and dissemination 

 Provide a central resource of information about research studies for all staff involved in managing 
patients in research, including patient information sheet consent forms and other essential 
documentation 

 Develop and implement appropriate IT systems in support of the clinical research facility trials in 
conjunction with UEMS and Trust IT departments and the network of clinical research facilities 

 
Quality Assurance 
 

 Help ensure the administrative burden on researchers is minimised by developing efficient and 
effective internal systems whilst maximising quality assistance and efficiency 

 In collaboration with colleagues in UEMS and the Trust, develop and implement strategies and 
systems for quality assurance for the CRF, to include audit and review of the work of research teams 
providing feedback, development and support as necessary 

 Maintain a working knowledge of current legislation regarding participation in research including Good 
Clinical Practice, Research Governance, human tissue act and Data Protection 

 Facilitate education events to ensure staff receive appropriate training with regard to changing 
legislation 

 
Staff Management 
 

 To help develop and manage the administrative structures for the CRF 

 Recruit and line manage the appropriate staff of the multi professional clinical research facilities team 
as research increases.   

 Develop and implement an induction programme for the facility for all users 

 Act as facility training link to implement relevant appraisal systems and professional development 
planning for facility staff, including identification of training needs, and with the Directors, implement 
appropriate education programs as necessary 

 Established appropriate channels for maintaining professional accountability 
 
Communication and Integration 
 

 Assume overall responsibility for communication including preparation and delivery of presentations, 
reports, and newsletters to the facility research team and other relevant groups or meetings locally or 
nationally, detailing the work of the facility including local and national trials initiatives and recruitment 

 Work closely with managers at other clinical research facilities and represent Exeter CRF at a national 
level representing the directors when necessary 

 Establish and maintain excellent working relationships with the Exeter Clinical Trials Unit, NHS Trust 
and regional R&D Directorates, NIHR SW Clinical Research network, Clinical Studies Group, Industry, 
commissioning bodies e.g. PCTs, Grant bodies and other collaborators and other relevant 
groups/individuals and provide the communication infrastructure for the facility. 

 Work with the Exeter Clinical Trials Unit and the local NHS Trusts to promote shared working 
processes and procedures.  

 Promote the work of the CRF and disseminate publications and information materials were appropriate 

 Host visits to the CRF by academics, clinical staff, DoH, members of the public, prospective users, 
funders, VIPs etc. ensuring appropriate expertise and understanding to provide a meaningful 
experience for the visitor 



 In conjunction with existing NHS and University IT and web offices develop and maintain web-based 
systems within the CRF to promote the work of the CRF to health professionals, patients, relatives 
and other interested parties 

 
Financial and General Management 
 

 Proactively manage the CRF budget ensuring that research opportunities are maximised within 
available resources 

 Liaison with Financial Services of the University and the Trust, and being aware of the financial rules 
regulations and procedures of both, and advising CRF staff as appropriate 

 Identify areas of research where further support (financial or otherwise) is needed and facilitate the 
procurement of such funds through appropriate bids 

 Participate in the clinical research facility annual financial planning exercise and submit financial 
returns in relation to this process as required facilitated by financial services 

 Prepare an annual report on the CRF for presentation to the stakeholders of the facility 

 Following initial discussion with the CRF Directors, prepare and write applications for future funding 
for the facility 

 
Education 
 

 Proactively encourage the CRF as a learning environment for all staff, medical and professional, allied 
to medicine and clinical scientists 

 Encouraged engagement in research by all 
 
Main Duties and accountabilities 
 
Service Delivery (Teaching and Research Support) 
 

• Initiate improvements in service delivery. 
• Create a positive image of the CRF by being prompt in responding to requests. 
• Work with partners across the University and NHS and beyond to forecast the implications of new 

legislation on the service and develop procedures to ensure compliance. 
• Set and maintain a high level of service delivery within the CRF to teaching, research and commercial 

activities, including establishment of performance indicators. 
• Pre-empt changes in stakeholder needs and anticipate future requirements. 
• Maintain the overall service quality, balancing different demands. 
• Ensure others have the support they need to fulfil their role.   
• Provide regular and routine introductions. 

• Create the business case and advise senior staff within the organisation about the optimum use of 

resources to achieve targets for student satisfaction.  

• Provide guidance and advice to team and teams with regard to the implementation of resources and 

staffing to achieve key business plan objectives and maximise the use and efficiency of resources.  

• Take responsibility for ensuring that infrastructure support provision meets the needs and criteria 

necessary to achieve organisational goals with regard to student satisfaction.  

• Liaise with key stakeholders and build extensive relationships to ensure service provision is 

comprehensive and fit for purpose.  

• Proactively engage with academic colleagues and service users to ensure short-term and long-term 

needs regarding equipment and resources are thought through during the planning of activities, and 

suitable alternatives or accommodations made.  

• Provide overall point of contact within the CRF for advice and define rules and policy regarding users 

and access to specialist equipment and facilities.  

• Plan the use of specialist equipment and facilities with academic staff  

• Establish and cultivate long-term relationships with academic staff, Clinicians and other  team 

members. 

• Create an environment in which innovative, efficient and effective ways, employed by the team, 

flourish to reflect the values of the organisation and subject discipline.  

• Responsible for liaising with academic staff to determine the parameters of input provided by CRF 

staff to service users.  

 

 



Communications 
 

• Receive, understand and convey complex conceptual ideas and information that may be highly 
detailed, technical or specialist.  This may include material that would not be immediately 
understandable to those outside the area of work, or combines topics drawn from a number of 
disciplines. 

 
Teamwork and motivation 
 

• Understand and manage the inter-relationships between different teams and their impact on the overall 
aims of the University and NHS. 

• Help break down barriers between teams. 
• Build beneficial working relationships across teams. 

 
Liaison and Networking 
 

• Interact on a day-to-day basis with the CRF Director, College Director of Operations and NHS R&D 
Managers regarding strategic level information that significantly impacts on the service. 

• Influence significant events, or undertake collective decisions across a significant part of the service 
as part (or as lead) of a working group. 

• Initiate, build or lead ongoing working groups where the purpose of the involvement is to develop a 
benefit which is useful to a significant part of the service in terms of commercialisation, teaching or 
research. 

• Find creative opportunities to maximize the uniqueness of the CRF contributions to NIHR 
 
Decision Making, Processes and Outcomes 
 

• Work with the College Executive Group (CEG), to allocate significant resources such as space, and 
purchase of equipment that will affect the delivery of the Services on an ongoing basis. 

• Work with the CRF Directors, College Director of Operations and NHS R&D Managers to implement 
decisions to vary the business plan. 

• Provide business intelligence information that will influence the development of college business plans. 

• Acts as a point of contact within the institution to provide feedback regarding highly specialist 

techniques and procedures and act as a catalyst to further the understanding of others.  

• Put together plans and identify appropriate development routes for team members and individuals 

identifying key learning objectives and criteria.  
 
Leadership, Planning and Organising Resources 
 

• Work with the CRF Directors, College Director of Operations and NHS R&D Managers on the 
development of long-term strategic planning for issues effecting delivery. 

• Responsible for managing budgets; management of staff; setting of objectives; monitoring progress 
and keeping to timescales; planning for the future; and coordinating and monitoring the implementation 
of plans. 

• Work on their own as a proactive team member, act of point of contact and mentor team members.  

• Provide strategic leadership, in subject specialism, within the team and lead a diverse  team.  

• Leadership skills ensure the engagement of all team members and align individuals and teams to 

business and team objectives.  

• Translate strategic objectives into localised plans for teams.  

• Manage budgets and authorise large items of expenditure.  

• Create plans for projected staff and resource requirements as part of organisational business 

planning purposes.  

• Ensure all team members have access to policy and procedures relevant to individual and team 

working.  

• Ensuring that all team members understand the implications of best practice and any relevant 

learning needs are identified, and met, to ensure compliance with organisational policy and 

procedures.  

• Act as an authoritative point of contact within the team, and outside of the team, with regard to 

specialist knowledge or expertise on policy or procedural issues.  

 

 



Initiative and Problem Solving. 
 

• Resolve problems where there is a lack of precedent that calls for innovation and creative thought to 
develop appropriate options. 

• Anticipate problems and make projections. 
• Initiate solutions that take into account the strategic direction of the Services.  

• Recognised as a sole source of problem resolution within the institution and/or outside of the institution 

within a field or subject specialism.  

• Spends a high percentage of time working within or leading teams where the purpose is to ‘hot bed’ 

new ideas and creativity is required over short periods for a specific aim that is considered highly 

original.  
 
Analysis and Research 
 

• Generate original ideas to build on existing concepts. 
• Generate new concepts and methodologies and to develop new practices in teaching, research and 

commercial activities. This may involve liaison with external bodies to identify future requirements. 
 
Sensory and Physical Demands 
 

• Use physical and sensory abilities and skills to perform complex tasks at a level which would require 
either knowledge of relevant methods or routines. 

 
Working Environment 
 

• Manage and intervene to restructure workloads. 
• Expected to act rather than refer matters to others. 
• May be required to assess the potential degree of risk in the situation and take action in anticipation of 

that risk, assessing risk assessments and COSHH assessments (as required).   
• Frequently make safety related decisions in a high risk environment. This may take place in a high risk 

laboratory/workshop environment where you will be required to follow and enforce safety procedures.   
• Actively contribute to continuous improvement strategies.   
• Implement, adhere to and promote relevant Work Health and Safety policies/guidelines, University 

Environmental Sustainability and waste management guidelines/policy and carry out any 
responsibilities outlined in Safety Management Plans and H&S audit recommendations.   

• Take responsibility for team members within a particular area of work for the management and 

recording of H&S systems and procedures.  

• Keep abreast of all changes, and impending changes, to H&S legislation and provide guidance within 

the institution with the interpretation of such into working policy and practice.  
 
Pastoral Care and Welfare 
 

• Show sensitivity to those who may need help or, in extreme circumstances are showing signs of 
obvious distress – initiating appropriate action by involving relevant people.   

• Provide pastoral care and guidance where standard procedures do not always exist; following standard 
welfare procedures for the University where they do exist; maintaining confidentiality; building trust; 
judging when to listen, when to give advice or guidance and when to refer the individual for professional 
help.   

• Aware of the support networks for both themselves and their team/the individual.  
• Encourage and promote behaviour consistent with University's values and standards, equality and 

diversity standards and guidance, and create a positive work environment. 
 
Personal and Team Development 
 

• Proactive personal and professional development including completion of mandatory training, skills 
courses and specialist training.   

• Encourage development activity according to the needs of the individual or group; identify current 
capabilities and future needs; define the performance standards required; identify appropriate 
developmental activity; assess the application of learning; and give feedback and guidance on overall 
performance.  

 
 



Knowledge and Experience 
 

• Apply a breadth and depth of experience showing full working knowledge and proficiency of their own 
area of expertise. 

• Act as a point of reference to others. 
• Demonstrate continuous specialist development, acquiring and refining skills and expertise in new or 

related areas through undertaking and encouraging internal and external development activity. 
 
This job description summarises the main duties and accountabilities of the post and is not 
comprehensive. There is a clear expectation that the post-holder will undertake other duties of similar 
level and responsibility.   
 
 
Person Specification 
 

Essential Desirable 

Attainments/ Qualifications 

Degree in subject relevant to clinical research or holds 
significant graduate level employment experience  in clinical 
research or 
 
 

National Qualifications Framework level 8 (i.e. 
Doctorate, NVQs level 5, Vocational 
qualifications level 8) in a relevant science, 
clinical, research subject or relevant 
qualification 
 

Skills and Understanding 

Skilled in developing and implementing effective working 
practices across complex organisations 
 
Excellent IT skills, knowledge of relevant IT software 
systems 
 
Excellent leadership and management skills and 
experience of developing staff and facilities 
 
Excellent communication and interpersonal skills and 
stakeholder relationship management skills 
 
Knowledge of applicable legislative requirements 
 
Understanding of measuring performance, experience of 
carrying out reviews and developing systems for improved 
governance 
 
Excellent skills in managing budgets and working with 
finance teams  
 

 

Prior Experience 

Experience in doing research 
 
Experience of providing reports and management 
information 
 
Experience of developing and writing research bids 
 
Personnel management 
 
Research management 
 

Experience of managing a clinical research 
facility 
 
Experience of  CTIMPS 
 
Experience of doing clinical research 



Behavioral Characteristics 

Initiative, willingness to lead and to motivate others 
 
Ability to work within project deadlines in order to meet 
deadlines under changing circumstances 
 
A creative thinker who thrives on finding solutions to 
complex problems ensuring solutions are proportionate to 
risk 
 
Willingness to contribute to national networks 
 
Ability to work under pressure and juggle competing 
priorities effectively 
 
A flexible and facilitative approach 
 
Methodical and well organized 
 

 

 
 
Terms & Conditions 
Our Terms and Conditions of Employment can be viewed here. 
 
Further Information 
Please see our website for further information on working at the University of Exeter. 
 

http://www.exeter.ac.uk/staff/employment/conditions/terms/
http://www.exeter.ac.uk/working/prospective/

