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	Job Title
	Knowledge Exchange Administrator

	Department
	Research

	Responsible To
	Knowledge Exchange, Innovation and Entrepreneurship Officer

	Responsible For
	N/A

	Grade
	4

	Location
	UHI House, Inverness or flexible

	Job Objective

	· To provide administrative support for Knowledge Exchange activities and Knowledge Exchange Sectoral Groups  

· To develop and implement effective Knowledge Exchange administration processes and practices 
· To contribute to the smooth operational delivery of Knowledge Exchange initiatives, events and reporting processes


	Key Duties & Responsibilities

	Administrative Support & Process Development

· Design and maintain streamlined administrative procedures to support the effective operation of Knowledge Exchange (KE) activities.

· Assist in the maintenance and regular updating of KE records and systems, ensuring data accuracy, accessibility, and compliance.

· Help track and administer KE projects, ensuring that key milestones are met in a timely manner and that documentation is properly maintained.

Meeting & Event Support
· Provide support for KE meetings and Steering Groups, including preparing agendas, papers, and presentations, and taking minutes to ensure action items are followed up.
· Assist in organizing and coordinating training events, workshops, and engagement activities for both internal and external stakeholders, ensuring smooth logistics and clear communication. 
· Act as a point of contact for internal colleagues at UHI House and Academic Partners, as well as external organizations, ensuring effective communication and collaboration.
Reporting & Communication
· Support the creation of reports, including progress updates, achievements, and future, for internal and external stakeholders.
· Contribute to the development and updating of the KE section on the website, and assist with generating news items and updates on KE activities and achievements.
· Help draft content for newsletters, social media, and other communication platforms to share KE outcomes and successes with a wider audience.
General duties

· To participate in the university’s performance and development review procedure.
· To take due care of yourself and others in respect of health and safety.
· To attend training courses that may be identified as necessary by your line manager.

· Such other duties temporarily or on a continuing basis, as may reasonably be required, commensurate with your grade.
· Contribute to UHI's climate, biodiversity, and sustainability goals, including net-zero by 2040.



	This is a description of the job as it is presently constituted. It is normal practice to periodically review job descriptions to ensure that they are relevant to the job currently being performed, and to incorporate any changes which have occurred or are being proposed. The review process is carried out jointly by the line manager and employee and you are therefore expected to participate fully in such discussions. In all cases, it is the university’s aim to reach agreement to reasonable changes, but where it is not possible to reach agreement the university reserves the right to make reasonable changes to your job description which are commensurate with your grade after consultation with you.
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