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Job Description 
CADDA Project Coordinator 
 
Salary:    Grade 5 
Contract:  Full time, fixed term until 31/10/2028 
Location:   Canterbury Campus 
Responsible to:  Professor Mark Smales 
Job family:   Administrative, professional and managerial 

Job purpose 
The Centre for Advanced Diagnostics Development and Application (CADDA) administrator will work closely 
with the Academic Directors at Kent, and other staff employed on the CADDA grant at Kent and at the partner 
institutions of the University of Manchester and UCL, to help ensure timely delivery of CADDA activities and 
outputs as outlined in the grant proposal. The role holder will play a key role in coordinating correspondence on 
the award, maintaining documentation, arranging meetings and keeping records, will provide administrative 
support across posts in CADDA and the wider activities of CADDA, the academic Directors and academics 
involved.  
 
The post holder will liaise with the support organisations in the three universities (marketing, communications 
and finance) to ensure the smooth operation of CADDA. 
 
Key accountabilities 
The following are the main duties for the job. Other duties, commensurate with the grading of the job, may also 
be assigned from time to time. 

• Provide proactive, high-quality administrative support to the Principal Investigator and project team to 
support the successful delivery and smooth running of the project. 

• Arrange work-related travel and conference attendance for the project members. 
• Act as the first point of contact for enquiries relating to the CADDA Project and responding appropriately. 
• Assist in the preparation of project plans, communications plans and reports as directed by the 

requirements of the project and by the research team. 
• Plan and organise events, schedule and service meetings, project meetings and project boards as 

appropriate to ensure that they achieve their aims. Includes minute taking, accurately maintaining action, 
decision, and risk logs. 

• Coordinate information from a range of internal and external sources in order to maintain project 
documentation, including plans and business cases, papers and briefing documents. 

• Communicate with all partners and stakeholders, providing regular and ad hoc updates. 
• Monitor project finances in liaison with CADDA and the University of Kent’s Research Services and Finance 

department to support the successful delivery of the project and ensure compliance with all regulatory 
requirements and University policy (to include circulating monthly reports, supporting the project team 
with purchases and procurement tasks, and scheduling payments from project partners). 

• Co-ordinate and promote project events (in line with University regulations) to ensure effective delivery of 
activities and maximise attendance. 

• Liaise with project collaborators and financial teams to organise project and financial reports and 
payments to partners, ensuring that deliverables and payments are made according to the project 
schedule. 
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• Work with CADDA and the University of Kent’s Marketing and Communications Teams to ensure that the 
project is appropriately showcased to an external audience. 

 
Key challenges and decisions 
The following provide an overview of the most challenging or complex parts of the role and the degree of 
autonomy that exists. 

• Influence and encourage internal and external stakeholders to engage with the project and provide advice 
so that stakeholders have a clear understanding of requirements and the expectations surrounding the 
project. 

• There are multiple stakeholders relating to this project, so communicating in a clear and timely manner is 
critical. Some travel may be required. 

• The role holder must be highly organised and take a proactive approach to managing multiple strands of 
work, tight deadlines and competing priorities. 

• This is a role that requires a high level of independent working, together with an excellent attention to 
detail. 

• The role may require setting up systems and procedures from scratch or finding new and innovative ways of 
doing things, so a problem-solving and creative thinking mindset is required. 

 
Internal & external relationships 
Internal:  Academics, professional services staff and students within Schools; staff at all levels within 

Central Professional Services departments. 

External:  Partners at University of Manchester and UCL. Relevant external bodies – public, private and third 
sector organisations; specialist consultants; other HEIs 

Health, safety & wellbeing considerations 
This job involves undertaking duties which include the following health, safety and wellbeing considerations:  

• Regular use of Screen Display Equipment 
• Repetitive limb movements 

 
Person specification 
The person specification details the necessary skills, qualifications, experience or other attributes needed to 
carry out the job. Applications will be measured against the criteria published below.  

Selection panels will be looking for clear evidence and examples in an application, or cover letter (where 
applicable), which back-up any assertions made in relation to each criterion.  

Essential Criteria: 

• Relevant administrative experience, ideally within a programme and project management environment 
(A, I) 

• Excellent oral and written communication skills, giving the post-holder the ability to deal confidently 
with a range of people at all levels (A, I) 

• Able to build effective relationships and encourage others to work collaboratively (I) 
• Excellent attention to detail and ability to provide accurate information (I, T) 
• Ability to work efficiently under pressure, particularly to manage competing priorities (A, I) 
• Pro-active and self-motivated with the ability to problem solve (I) 
• Flexibility and the ability to respond positively to changing priorities in a challenging environment (I) 
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• Ability to time-manage effectively to meet multiple project deadlines (I) 
• Experience in handling complex processes, tracking progress and reporting on outcomes (A, I) 
• Proficiency with Microsoft Office (A, T) 
• A firm commitment to fostering a working and learning environment that is respectful, inclusive and 

values diversity, including diversity of thought, and which enables staff and students from a wide range 
of backgrounds to thrive. (I) 

 
Desirable Criteria:  

• Previous experience of organising meetings, workshops and other events (A,I) 
• Experience of web material design and entry (A,I) 
• Previous experience working in a university environment. (A,I) 

 
Assessment stage:  A - Application; I - Interview; T - Test/presentation at interview stage 


