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Research Administrator

The Human Technopole Foundation is looking for a Research Administrator for the Centre of
Neurogenomics.

The Research Centre Administrator, reporting directly to the Head of the Centre for
Neurogenomics, will provide all the administrative-secretarial activities.

S(he) will have the following main responsibilities:

e Providing secretarial and administrative support to the Head of Research Centre and
Group Leaders

e Supporting the management of scientific projects (Managing internal and external
project deadlines, tracking outputs, writing summaries and reports, collecting and
archiving documents and data);

e Planning of calendar and executing Research Centre arrangements;

e Organizing meetings, travel, accommodation, visas and all relevant logistics;

e Liaise with Finance and Operations to ensure accurate management of administrative
tasks and processes;

e Liaise with HT HR to support the recruitment of predocs, postdocs and staff;

e Ensuring all necessary materials and documents for internal and external meetings,
taking minutes and providing post-meeting reporting and follow-up;

e Supporting the management of webpages of the Research Centre, managing the
official social network accounts of the Research Centre labs and archiving the relevant
blogs/threads/posts;

e Providing administrative and logistic support for seminars, events and special projects.

Requirements:

e Substantial experience of managing secretariat and project management;
Professional English writing skills for correspondence, resumes, project reporting and
research summaries;

University degree;

Fluency in English — HT is an international research institute;

Good working knowledge of Italian;

Excellent knowledge of Microsoft Office and office managing tools;

Good written and verbal communication skills and interpersonal skills;

Good problem-solving, organizational, analytical and critical thinking skills;

Good negotiation and conflict resolution attitude;

Ability to manage competing priorities in a fast-paced environment;

Ability to manage internal and external confidential information with utmost discretion;
Strict attention to detail.

Preference will be given to applicants with experience in large academic institutions or
in internationally recognized research organizations and to candidates with
background or previous experience in the biomedical sciences.



The role will be based in Milan.

HT offers a highly collaborative, international culture and HT is an inclusive, equal opportunity
employer offering attractive conditions and benefits appropriate to a leading, internationally
competitive, research organization and seeks to promote a collegial and open atmosphere.
The compensation package granted will be internationally competitive and comprise pension
scheme, medical and other benefits.

Please apply sending a CV (with the contacts of 2 referees) and motivation letter in English
only through the dedicated area in the website (Apply now).


https://www.humantechnopole.it/it/join-us?p_p_id=JobViewer_INSTANCE_axOoepelnclY&p_p_lifecycle=0&p_p_state=normal&p_p_mode=view&_JobViewer_INSTANCE_axOoepelnclY_goToView=%2Fjob%2Fdetail.jsp&_JobViewer_INSTANCE_axOoepelnclY_groupId=42626&_JobViewer_INSTANCE_axOoepelnclY_journalArticleId=497556&_JobViewer_INSTANCE_axOoepelnclY_detail=detail#p_p_id_JobViewer_INSTANCE_axOoepelnclY_

