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We are seeking a proactive and professional Programme Officer to support the next phase of our Researcher Development programme. Working alongside the Programme Manager, the post holder will support the delivery of one of the four priorities in our five year strategy: “to create an environment that supports Wales’ current and future experts".  This is an exciting opportunity to truly impact on the future of higher education and research in Wales. Having received additional funding from Medr, the Commission for Tertiary Education and Research, in support of our new strategy, this role would suit someone with the drive to shape and grow one of our major programmes, and who enjoys working flexibly with a dynamic and supportive team. 

We particularly welcome applications in Welsh. Fluency in Welsh is not a requirement of this post, but the ability to communicate in Welsh is desirable and a willingness to learn is essential.

About the Learned Society of Wales (LSW) 
Over the past 15 years, LSW has established itself as Wales’s national academy for arts and sciences. We have around 700 Fellows (our “Fellowship”), which brings together experts from across all academic fields and beyond. We use this collective knowledge to promote research, support other researchers, and provide independent policy advice. 

Our small, friendly and committed staff team of 12, support our Council and broader Fellowship and are responsible for delivering the Society’s activities. We are a charity, and our Council is our board of trustees, comprising Fellows of the Society, who have overall responsibility for our governance, strategy, activities and finances.

Since starting in late 2021, our Researcher Development programme has focussed on building our national, inter-disciplinary network of Early Career Researchers (ECRs) to deliver an impactful programme of grants, events, support and networking activities under the themes of Well-being, Career Development, Impact and Recognition. These activities bring together the expertise and knowledge of our Fellows to enhance the ability of researchers to have fulfilling careers in academia and beyond.  With additional funding from Medr we have been expanding the scope of the programme to provide more opportunities for mid-career researchers and firmly embed the Learned Society of Wales in the Researcher Development field.  Our ambition is to grow the capacity of the research sector in Wales for growth, leadership, and collaboration by developing our partnership with Medr and by working with others to become an integral part of the sector that supports researcher development.

About the role 
The Programme Officer (PO) will support the delivery of the Society’s Researcher Development Programme, which is already an important feature of Wales’ research landscape. 

The PO will report to the Programme Manager (PM), and will work with the rest of our friendly, committed staff team to help ensure the programme continues to benefit researchers at different career stages, inside academia and across different sectors. 

The PO will deliver a variety of activities. Their primary responsibility will be running the Early Career Researchers (ECRs) Network. This includes organising events and networking opportunities for ECRs, working with ECRs to ensure this work is relevant to their needs, as well as supporting the PM in developing the overall strategy for the Society’s ECR support and updating the ECR Network membership. The PO will support initiatives tailored for Mid-Career Researchers (MCRs) and assist with the review panels for the LSW Grants. The role also includes creating communications content to highlight the impact of funded projects and supporting the PM with reports for Medr and other stakeholders.

Working for us
We are looking to employ someone on a fixed-term contract until the 31st of March 2027 on a full-time basis. We have a number of different ways that our staff work their hours flexibly that we would be happy to discuss with you. 

We want to be a diverse Society and to reflect a diverse society. We are committed to making the Society welcoming and inclusive and encourage applications from under-represented groups. We are also a sociable and supportive team and are looking for someone who is keen to become an integral part of this, taking an active role in all team meetings and training opportunities.  

Key facts about this role

	Salary
	£27,319-£32,080, pro-rata for part-time hours. We anticipate appointing at the bottom of this band, but negotiation is possible depending on experience. 

	Employment terms
	 Fixed-term contract until the 31st of March 2027, with the possibility of extension. To start as soon as possible. We will consider proposals for job-sharing. 

	Hours
	35 hours per week (full-time), usually worked between Monday-Friday.   Our staff work flexibly; the pattern of hours will be agreed with the line manager. 
The post-holder may occasionally be required to work during evenings.  Additional time worked is normally given back as TOIL (time off in lieu).

	Location
	Our offices are based in Cathays Park, Cardiff.  We operate a hybrid working policy and anticipate the post-holder dividing their work between office and home (details to be agreed with line manager). We aim to be as flexible as possible with staff but please note 100% home working is not possible as the post requires you to attend some in-person meetings and events.

	Annual leave
	The basic leave allowance is 25 days, to be taken as agreed with the line manager, plus bank holidays. We also provide 7 additional ‘customary leave days’ per year, normally provided to extend Christmas and Easter breaks.

	Pension and benefits
	The post-holder may join our pension scheme, with the employer and employee each contributing up to 5% of gross salary into the scheme each month. We provide enhanced sick pay and maternity pay that exceed the statutory minimum.
We provide additional annual leave (see above). 

	Line manager
	Programme Manager

	Travel
	The job requires some travel within Wales and occasional overnight stays. Expenses will be reimbursed.  The post holder should be agile in terms of needing to visit other sites/meeting venues and moving equipment, etc. 
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Support for Early Career Researchers (ECRs) 	
· Organise a programme of seminars and networking events for our ECR network, as agreed with the PM 
· Stay in touch with the network through an email bulletin, social media posts and by helping to keep the ECR network website updated on a regular basis
· Work with the Society’s Comms officer and university partners to promote and increase membership of the network and disseminate Researcher Development opportunities.
· Work with LSW Researcher Development Advisory Group to ensure ECRs’ views are considered and involve the Society’s Fellows when developing future activities 
· Work with the PM and other LSW colleagues to design evaluation methods and gather relevant data about participation in ECR activities, their success, and relevant learning points 
· Support the PM with preparing reports to Medr and planning the next steps in the network’s development 
· Work with the Finance Officer to process and keep accurate records of travel and accommodation bursaries offered to ECRs 
Support for Mid-Career and Senior Researchers 
· Provide logistical/administrative support to the Programme Manager in running new initiatives aimed at Mid-Career Researchers (MCRs)  
· Conduct desk-based research to identify new and existing opportunities for researchers to enhance their skills and professional networks 
Support for LSW Research Grant Schemes   
· Assist the PM in setting up and managing the review panel for LSW grants
· Create engaging communications content to highlight the achievements and impact of funded projects, drawing on reports and stories from grantees
· Support the PM with preparing reports to Medr and other key stakeholders, ensuring alignment with programme goals
Other tasks
· Carry out other duties as reasonably requested by the Programme Manager or Chief Executive





Person specification
	
	Criteria
	Essential
	Desirable

	 Qualification
	A-Levels or equivalent qualifications.
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	A degree or equivalent.
	
	[image: Checkmark with solid fill]

	Knowledge and experience


	Experience of working in a team environment where you have provided effective support to others.
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	Knowledge and understanding of the higher education and research sector in Wales and/or the UK, particularly with regard to the development of researchers.
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	Experience of assisting or leading on the organisation of events and/or meetings.
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	Experience of managing and analysing databases or large data sets.
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	Experience in designing and analysing survey data, including the use of data collection and analysis tools
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	Understanding of the challenges for Early and Mid-Career Researchers in establishing their careers
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	Experience assisting in the creation of engaging communications content, managing WordPress sites, and handling social media platforms
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	Experience in assisting with the running of grant schemes and/or managing relationships with grantees
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	Skills, abilities and attitude
	Experience of planning, prioritising and organising your own workload to meet deadlines and deliver objectives.
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	Evidence of using your initiative to solve problems.
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	Skills in designing evaluation methods and reporting.
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	Experience of using Mailchimp and WordPress (or similar packages).
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	Excellent written and spoken communication skills
	In English
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	In Welsh
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	Commitment to equality, diversity and inclusion
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	Commitment to supporting the Society’s development as a bilingual organisation
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	Commitment to / interest in the Society’s mission and aims
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How to apply

· If you would like more information before deciding whether to apply, please contact Barbara Ibinarriaga Soltero (applications@lsw.wales.ac.uk) to arrange an informal discussion with the Programme Manager.

· To apply please submit a CV and cover letter to applications@lsw.wales.ac.uk. 

· Ensure that you save the final documents in Word or PDF format.
· You are welcome to write either or both documents in English or Welsh. Applications submitted in Welsh will be treated no less favourably than those submitted in English.

· When you write the cover letter, please 

· Let us know how you meet each of the essential criteria in the Person Specification (and the desirable criteria if possible). We recommend that you provide evidence and explanation of how you meet each of the criteria in order. Using each criteria for a heading and providing evidence and explanation of how you meet each one will help us assess your application more easily. 
· [bookmark: _Hlk102630768]Tell us why you are interested in this post and your preferred pattern of work and whether you would like to be interviewed in English or Welsh. .
· Limit your letter to no more than 2000 words in total.
Please note you need to show us that you can meet ALL the essential criteria in order to be short-listed. You can draw on elements from any aspect of your life, such as education, work, home, or community life, as long as you focus on its relevance in comparison to the needs of this job.  
· Please email your application to Barbara Ibinarriaga Soltero (applications@lsw.wales.ac.uk). We will send an email acknowledgement to all applicants. If you do not receive an acknowledgement after 5 working days, please contact us. 

· The closing date for applications is midnight on 30th of November 2025.

· Interviews have been scheduled between 9 am and 5 pm on Thursday 11th of December 2025 – to be held at our offices (The University Registry, King Edward VII Avenue, Cathays Park, Cardiff CF10 3NS). If you have not been invited to interview within two weeks of the closing date, please consider your application to be unsuccessful.

· We will make a provisional offer of employment to our chosen candidate. We will then take up references and, if these are satisfactory, confirm the job offer. We reserve the right not to make an appointment if we judge that none of the candidates meets the required standard.

· Please complete our Equal Opportunities Monitoring questionnaire at https://www.smartsurvey.co.uk/s/B1H26X/ This is anonymous and will not be considered as part of the application process.
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