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Job Title: Manager - Safe and Trusted AI CDT 

Department/Division/Faculty:

  

Computing 

Campus location: South Kensington 

JobFamily/Level:                           

  

Professional Services, Level 4 

Reporting to:              

  

CDT Director 

Key Working Relationships 

(internal and external): 

Co-Director of the CDT, Management Board of the CDT, staff within 
the CDT, academic and administrative STAI CDT staff at King’s 
College London, Registry staff and other external bodies with which 
members of the Centre are involved. All staff associated with the 
CDT, academic staff and students of the CDT and collaborating 
departments. The departmental operations managers and finance 
managers of collaborating departments. IC central services such as 
Research Services, Research Office, Faculty, Registry, International 
Office, Alumni Team, Graduation Team.  Directors of partner 
programmes, visiting lecturers, accreditation bodies/institutes, guest 
speakers, corporate/industry clients.   
 

Contract type:  Part-time 14 hours per week.  Fixed-funding until September 2028 

 

Summary of the Post 
 
The post involves managing the activities of the UKRI Safe and Trusted AI Centre for Doctoral Training 
(STAI CDT), a joint CDT with King’s College London, including working closely with the CDT co-Director at 
Imperial and the CDT Management Board, its academic supervisors, its students, and relevant departmental 
and College bodies. The post holder will be responsible for delivering the strategy of the CDT and smooth 
running of the CDT’s PhD training programme, in particular coordinating training programme admissions, the 
various professional skills and other training activities for students and the training programme assessments 
both on a long-term and on a day-to-day basis.  As this is a joint CDT with KCL, the postholder will liaise 
with KCL on a regular basis. 
 
The post holder will also be responsible for coordinating the CDT’s public engagement and outreach 
programme, and for liaison with the Engineering and Physical Sciences Research Council and supporting 
corporate/industry partners. 
 
The post holder will work under the overall direction of the CDT co-Director but should expect to address 
opportunities and issues that may arise, including additional tasks requested by the co-Director. The post 
holder would be expected to show significant initiative and work with considerable autonomy. 
 
The post holder will be responsible for the professional, efficient and smooth delivery of the Centre, and to 
work with other relevant teams across Imperial College, and to ensure a high-quality experience for the 
research students on the programme. 
 
The post plays a key role in defining and implementing the strategy for the Centre and developing its profile 
both internally and externally – this includes growing the Centre beyond a pure training provision entity 
towards a research and training institute to establish a leading centre for AI safety in the College and the UK. 
The role will involve working to tight deadlines, record keeping and having extensive contact with a variety of 
people internal and external to the Centre and College.  
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Key Responsibilities 
 
Strategic Planning and Organising 
 

 To support the STAI CDT co-Director in the development, implementation and management of the 
overall strategy, supporting the time management that key tasks are initiated, progressed and 
completed on time, resulting in the smooth running of the Centre. 

 To drive regular reporting and planning processes, ensuring the continual refinement and improvement 
of the delivery of the programme. 

 To work with the admissions and internal outreach team to help identify strengths and opportunities for 
the training programme, provide targeted recruitment analysis to ensure that high-calibre students are 
recruited. 

 To closely work with our STAI CDT partners at King’s College London, including the Director, the 
manager, and other PIs, to ensure alignment of processes and fully joined up activities towards the 
aims of the CDT. 

 To work with the Careers and Professional Development team to create dynamic opportunities for 
students to develop their skills and enhance their career prospects. 

 Support the preparation of Centre grant applications and to give proactive advice on the allocation of 
relevant resources in the CDT.  

 
Operational Duties 
 

 Be responsible for coordinating the Outreach activities and implement the vision of the CDT 
Management Board. 

 Be responsible for contributing to keep the STAI CDT website up to date, post news items as well as 
social media, to promote the CDT within and outside College. 

 As the CDT and associate research develops, the post-holder will be expected to be proactive in 
mastering new IT technologies and disseminating knowledge to the CDT Directors. 

 Join internal meetings and KCL-Imperial meetings and conference calls, keep minutes and keep track of 
progress. 

 Support Industrial Liaison in organising external partner industrial forums and engagements, including 
the Advisory Board meetings. Support the development and maintenance of industrial relationships, 
such as the Industry Mentoring scheme and co-sponsorship of projects where necessary.  

 Compile reviews such as those required by UKRI or by College and assist in the process of re-applying 
for funding renewal. This requires archive management and data-gathering and maintaining up-to-date 
records of the students. Archive student output and collect performance indicators for the CDT. 

 Oversee the CDT budget and monitor the expenditure, meeting monthly with the Departmental Finance 
Officer, and administer the CDT budget, including internal book keeping. 

 The post holder should take part in supporting various activities for the CDT, such as the Advisory Board 
meeting as well as strategic reviews and planning for research and recruitment, to enable the CDT to 
operate at the highest possible quality while attracting funding to sustain such operation. 

 To establish efficient communication procedures for relaying information within the CDT, including 
piloting and helping develop IT systems and analytics to that end. 

 To manage academic visitors, ensuring appropriate accommodation and lecture schedules are 
organised. 

 To manage the organisation of seminars, workshops, conferences, transferable skills courses, etc. of 
the CDT. 

 To manage the arrangement of meetings of CDT Boards: setting agendas, taking and following 
up/actioning minutes. 

 To interact closely with PhD supervisors located in collaborating departments or industry partners 
across the College and at other academic institutions 

 To provide support to the CDT students, with help and advice on administrative matters, in a timely 
fashion and in accordance with College rules 
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Centre Finance Administration 
 

 To take responsibility for management of budget tracking and finance reporting for the CDT: providing 
regular, accurate finance reports, analysing the data, investigating any issues, prioritising and 
troubleshooting queries.  

 To be responsible for placement of orders, monitoring of same and rigorous checking of invoices 
against purchase orders, complying with College purchasing regulations. 

 With the CDT Directors, to organise the financial management of the CDT, to include budgeting, 
reporting and monitoring, and the preparation of interim financial reports. 

 To update and maintain various finance, student and other records that relate to the financial activities 
of the CDT. 

 Check and process expense claims, adhering to relevant policies and practices. 
 
Management of the CDT training programme 
 

 To manage the postgraduate training programme from the first application query to graduation. Dealing 
with admissions applications and queries, preparing and producing relevant programme information and 
student handbook, providing pre-arrival support, developing and running the induction for new students, 
registering new research students, arranging/organising all programme aspects including professional 
skills development in collaboration with Graduate School, managing the milestones, reporting to College 
teams, and preparing for graduation. 

 Coordinate and maintain the calendar of CDT events and be responsible for the day-to-day running of 
the programme. This includes: interactions with academics and relevant internal and external bodies to 
arrange student events, both social and academic, as well as communicating expectations to staff and 
students; monitoring student progress and student milestones; ensuring resources are in place such as 
student computing equipment and other consumables; undertaking tasks such as timetabling teaching 
activities and updating the student handbook; arranging the start-of-session timetable and student 
induction. 

 To establish, manage and monitor efficient ways of keeping abreast with degree assessment 
regulations and how to effectively and efficiently communicate those with supervisors in collaborating 
departments and industry partners. 

 To develop, implement and maintain relevant student information database(s) for the CDT. 

 To manage, monitor and report on the progress of research students, ensuring students and 
supervisors are aware of processes (milestones assessments). 

 To manage the GTA allocation and financial registration/payment processes associated with it (if 
applicable). 

 To manage the support structure for students: first point of contact, mentor allocation, disability support, 
pastoral care in a friendly, confidential and prompt manner. 

 To develop and maintain appropriate website content and guidance. 

 To archive student output and collect performance indicators for the CDT when needed. 
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Person Specification 

 
Requirements 
Candidates/post holders will be expected to demonstrate the following 

Essential (E)/ 
Desirable (D) 

  

 Education  

Educated to Degree level or equivalent with significant professional and relevant 
international experience 
 

E 

Experience and Knowledge  

Co-Development of research student programmes with academics and their successive 

management 

 

E 

Co-creation of professional training for students with diverse educational background 
 

E 

Development of pastoral care management strategies for post-graduates 
 

D 

Professional experience of preparing research grant costing and processes including pre-
award, post-award, funder application systems and financial processes 
 

E 

Broad and extensive administrative/organisational experience including forward-planning  
 

E 

Experience of monitoring budgets and reporting on expenditure 
 

E 

Extensive experience with research student admissions and staff recruitment  
 

E 

Experience of providing pastoral care to students  
 

E 

Experience with post-graduate student management with students from engineering and 
mathematical/physical sciences backgrounds 
 

E 
 
 

Experience with post-graduate student management with students from 
medical/clinical/veterinary backgrounds 
 

D 

Knowledge of legislation, policies and current issues relevant to and affecting the student 
funding landscape of the higher education sector (such as privacy, scholarships, national 
and international; funding rules for charities and government studentships)  
 

D 

Experience in line-management, training and motivating administrative staff 
 

D 

Skills & Abilities  

Strong interpersonal skills and the ability to work collaboratively and build effective working 
relationships with people operating at different levels across an organisation, and to deal 
effectively with people and/or stakeholder groups external to the organisation such as 
multi-departmental postgraduate administration, UKRI, EPSRC, MRC, companies, 
government agencies 
 

E 

Strong organisational skills are essential, including the ability to plan ahead, set priorities 
(both own and for other staff) and work to deadlines.   
 

E 

Effective problem-solving skills with the ability to think creatively 
 

E 

The ability to exercise judgement, recommendations and advice to academic staff in 
relation to data, information, finance and decisions they should make 

E 
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Strong ability to listen to students and staff and to respond positively at all times, while 
applying a high degree of tact and diplomacy 
 

E 

Proven ability to work independently and proactively with minimum supervision, ability to 
manage multiple projects and work streams simultaneously and to prioritise own work in 
response to deadlines 
 

E 

To lead, train and manage and work in a team of administrative staff, to design and 
implement common processes and procedures  
 

D 

Extensive experience of servicing committees, dealing with minutes and following-up on 
actions 
 

E 

Organisation and management of large-scale events, such as admission days or Centre 
events 
 

E 

Proven ability to work under pressure and with conflicting tasks and deadlines 
 

E 

Strong organisational skills, including the ability to plan ahead, set priorities (both own and 
for other staff) and work to deadlines 

E 

 Ability to create and update attractive, informative web pages, social media and news 
items, soliciting and building on ideas and material from staff and students 

D 

Ability of producing post-graduate degree promotional material and their dissemination 
 

D 

Open to learn Latex and other Mac/Unix-based office approaches 
 

D 

A strong ‘can-do’ attitude with tenacity and a good-natured approach to finding ways of 
working through challenging problems 
 

E 

An interest in research management and a commitment to supporting high quality research 
and student experience 
 

E 

 
 

Please note that job descriptions cannot be exhaustive and the post-holder may be required to undertake 
other duties, which are broadly in line with the above key responsibilities. 
 
Imperial College is committed to equality of opportunity and to eliminating discrimination.  All employees are 
expected to follow the 7 Imperial Expectations detailed below:  
 

1) Champion a positive approach to change and opportunity 
2) Encourage inclusive participation and eliminate discrimination 
3) Communicate regularly and effectively within and across teams 
4) Consider the thoughts and expectations of others 
5) Deliver positive outcomes 
6) Develop and grow skills and expertise 
7) Work in a planned and managed way 

 
Employees are also required to comply with all College policies and regulations paying special attention to: 

 Confidentiality  

 Conflict of Interest  

 Data Protection 

 Equal Opportunities 

 Financial 
Regulations  

 Health and Safety 

 Information 
Technology 

 Smoking 

 Private Engagements 
and Register of 
Interests 

http://www.imperial.ac.uk/human-resources/working-at-imperial/imperial-expectations/
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They must also undertake specific training and assume responsibility for safety relevant to specific roles, as 
set out on the College Website Health and Safety Structure and Responsibilities page. 

 
 
As this post is exempt from the Rehabilitation of Offenders Act 1974, a satisfactory 
(standard/enhanced/enhanced for regulated activity) Disclosure and Barring Service check 
will be required for the successful candidate.  
 
Further information about the DBS disclosure process can be found at 
http://www.homeoffice.gov.uk/agencies-public-bodies/dbs/ or by telephoning 0870 90 90 
811. You may also wish to view the College’s policy statements on the Recruitment and 
Employment of Ex-Offenders and the Secure Storage, Use, Retention & Disposal of 
Disclosures and Disclosure Information 
 
 
 
The College is a proud signatory to the San-Francisco Declaration on Research Assessment 
(DORA), which means that in hiring and promotion decisions, we evaluate applicants on the 
quality of their work, not the journal impact factor where it is published. For more information, 
see https://www.imperial.ac.uk/research-and-innovation/about-imperial-research/research-
evaluation/ 
 
The College believes that the use of animals in research is vital to improve human and 
animal health and welfare. Animals may only be used in research programmes where their 
use is shown to be necessary for developing new treatments and making medical advances. 
Imperial is committed to ensuring that, in cases where this research is deemed essential, all 
animals in the College’s care are treated with full respect, and that all staff involved with this 
work show due consideration at every level.  
http://www.imperial.ac.uk/research-and-innovation/about-imperial-research/research-
integrity/animal-research/  
 
Committed to equality and valuing diversity, we are an Athena SWAN Silver Award winner, a 
Stonewall Diversity Champion, a Disability Confident Employer and work in partnership with 
GIRES to promote respect for trans people. 
 

http://www3.imperial.ac.uk/safety/policies/organisationandarrangements
http://www.homeoffice.gov.uk/agencies-public-bodies/dbs/
http://www.imperial.ac.uk/human-resources/procedures/recruiting-staff/disclosure-and-barring-service/
http://www.imperial.ac.uk/human-resources/procedures/recruiting-staff/disclosure-and-barring-service/
https://www.imperial.ac.uk/human-resources/procedures/recruiting-staff/disclosure-and-barring-service/
https://www.imperial.ac.uk/human-resources/procedures/recruiting-staff/disclosure-and-barring-service/
https://www.imperial.ac.uk/research-and-innovation/about-imperial-research/research-evaluation/
https://www.imperial.ac.uk/research-and-innovation/about-imperial-research/research-evaluation/
http://www.imperial.ac.uk/research-and-innovation/about-imperial-research/research-integrity/animal-research
http://www.imperial.ac.uk/research-and-innovation/about-imperial-research/research-integrity/animal-research

