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Job Description

This form summarises the purpose of the job and lists its key tasks. It is not a definitive list of all the tasks to be undertaken as those can be varied from time to time at the discretion of the School, in consultation with the postholder.
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	Job Summary

The Project Coordinator will be working with the core project team at LSE Health, which acts as the coordinating partner in a 35 public-private partner consortium that provides coordination and support to disease-specific projects within the “Big Data for Better Outcomes” programme. The post holder will act as research project coordinator for the consortium and will be a focal point for interaction with disease-specific projects’ teams. In addition, the position will involve additional project management activities in the form of for example, event planning and execution, contributing to the external communication strategy.



	Duties and Responsibilities 

	· Coordinate the Innovative Medicines Initiative’s “Big Data for Better Outcomes, Policy Innovation and Healthcare System Transformation (DO(IT)” project by communicating regularly and efficiently with the project team and project partners of diverse cultural background, located primarily in Europe

· Develop and drive a sustainable research strategy for the programme by collecting input from and engaging with the project advisory board
· Ensure adherence to programme strategy in individual projects and across the Consortium’s work packages
· Identify synergies between research projects and realise potential for collaboration in research and dissemination activities
· Contribute to the development of an external communication strategy and monitor its implementation
· Coordinate and monitor internal communications to ensure information flow between consortium partners, including oversight of online document sharing platform
· Organise and chair regular meetings with the consortium and disease-specific projects teams, primarily by means of a tele-conference, phone conference, but also face-to-face.
· Track progress of implementation of work and deadlines, monitoring timely delivery of outputs
· Prepare research findings for dissemination via reports, briefings, academic presentations

· Prepare the scientific reports (annual) with input from the team and the project partners

· Organise and execute events such as annual meetings, conferences, workshops – as required, actively contributing to the brand/identity management for the programme

· Foster collegial relationships within the team, the Centre, and the School
· Liaise with Centre Manager and central administration across the School regarding issues concerning the project management and administration as well as other centre activities


	Note

The LSE has a progressive pay structure that rewards you with annual pay increases up to a certain level as you develop in your role. We also provide for further reward past this point in the form of further pay increases based on exceptional performance.

	Flexibility

To deliver services effectively, a degree of flexibility is needed, and the post holder may be required to perform work not specifically referred to above.

	Equality and Diversity

LSE believes that equality for all is a basic human right.  We actively encourage diversity and inclusion, while opposing all forms of unlawful and unfair discrimination on the grounds of age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex and sexual orientation.

	Environmental Sustainability
The post holder is required to minimise environmental impact in the performance of the role, and actively contribute to the delivery of the LSE Environmental Policy.
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Job title: Project Coordinator, Big Data for Better Outcomes	 





Department/Division: LSE Health	Accountable to: Professor Elias Mossialos, 


			         Director of LSE Health








[image: image6.jpg]Race
Equality
Charter





