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Progress on projects
Purpose of paper
1. This paper updates CCSG members on progress with the initiative to establish the post of Cochrane Project Support and Communications Officer, one of whose primary roles will be to keep the CCSG and entities abreast of progress with Collaboration-wide projects, including those recently funded through the Prioritisation and Opportunities Funds.
Urgency

2. Low.
Access
3. Open.
Background
4. At its Amsterdam 2007 meeting, and partly as a result of discussion of the 2006 CCSG five-year review, the CCSG agreed that it needed to be better informed about the progress of: projects it had itself instigated; projects instigated by others but relevant to the Strategic Plan; and other projects that might be leading to duplication and wasted effort within and around the Collaboration. Such progress would then be communicated across entities to ensure better communication across the Collaboration. As such, the decision was taken to establish the post of, and draw up a draft role description for, a Project Support and Communications Officer.
Proposals and discussion
5. The draft role description is attached at Annex A to this paper. CCSG ,embers are asked to give their feedback on this, so that the post can then be filled.
Resource implications
6. The salary range for this post is likely to be in the order of £25-£30,000 per annum, plus on-costs. This will be linked to an NHS pay scale for administrative purposes. A Collaboration employees’ pension scheme will have to be established as we will be over the employment threshold for this. However, beyond the minimal set-up costs, there is no requirement for the Collaboration to make any contributions to this scheme.
Impact statement
7. This role is expected to have a major impact on our internal communication, and to enable better oversight of multiple Collaboration-wide projects.
Decision required of the Steering Group
8. Members are asked to consider the role description and, if minded, to approve it.
NICK ROYLE
CEO, The Cochrane Collaboration

Oxford

14 September 2007
Annex A

Role description: Cochrane Project Support Officer
The organisation: The Cochrane Collaboration is an internationally respected healthcare research organisation. It is a not-for-profit company, registered in the UK as a charity, and its mission is to improve healthcare decision-making globally by collating, assessing and synthesising the results of relevant research (usually, randomised controlled trials) in all areas of health care. The results of this work are Cochrane Systematic Reviews, recognised by healthcare professionals, policy makers and patients as the benchmark for high quality information about the effectiveness of treatment interventions. These Cochrane Reviews are published on the internet by the Collaboration’s publishing partner, Wiley-Blackwell, as part of The Cochrane Library (www.thecochranelibrary.com) in the Cochrane Database of Systematic Reviews.
The Cochrane Collaboration relies on the contribution of over 15,000 people, who come from 100 countries. Governance is provided by an elected board of directors (the ‘Steering Group’) working through a devolved structure of around 90 main collaborating groups scattered around the world that co-ordinate its day-to-day activities.

The task: As a complex organisation, operating across a large range of people, countries, time zones, organisations and institutions, and involved in a wide range of medical, technical and methodological issues, maintaining knowledge of who is doing what, where, to what extent and within what timeframe, and adequately assembling, disseminating and co-ordinating that knowledge, has become a significant problem. 

Multiple projects are underway at any one time. Some of these are centrally driven, others are instigated by particular interest groups and individuals, and all of them could benefit from time to time from support to help them manage these projects effectively.

At the same time, as an organisation, it is important to ensure that good information flows about core business processes are maintained to ensure that management decisions and strategic developments are based on sound information.

The role of Cochrane Project Support and Communications Officer has therefore been created to manage these processes and information flows better.

The role: The Cochrane Project Support and Communications Officer is to accomplish the following tasks:

· To maintain an overview of all Cochrane-related projects being undertaken by Cochrane contributors globally.
· To communicate information effectively between relevant internal stakeholders to ensure that the right people have the right information, of sufficient quality, at the right time, better to support evidence-based decision-making, and to ensure that duplication of effort is minimised.

· To provide limited support to those undertaking Cochrane-related projects to ensure that they are enabled to plan and conduct projects effectively.

· To maintain information flows about core business processes better to support decision-making at all levels and in all areas, and particularly by the Board (the ‘Cochrane Collaboration Steering Group’).

· To ensure good communication regarding ongoing Cochrane projects internally and externally.

· To undertake other centrally-driven project-related tasks as required.

The person: The Project Support Officer will be expected to demonstrate successful performance relating to the following requirements:

· Relevant experience of managing and/or co-ordinating projects;

· Experience of gathering, synthesising and communicating project-related information;

· Experience of working collaboratively to meet these needs;

· Experience of working in a multi-site, international environment.

It is desirable that the Project Support Officer meets the following requirements:

· Experience of working in a health care related environment;

· Experience of managing the activities necessary for successful implementation and operation of IT based project management systems; and

· Experience of working with volunteers.

Skills and knowledge: The following skill and knowledge sets may be considered desirable, although other relevant skills and knowledge may be equally considered:

· Documented project management skills;

· General knowledge about IT-based project management systems;

· Fluency in both written and spoken English; and

· Clarity of communication, both oral and written.

Governance and oversight: The Project Support Officer will be employed by The Cochrane Collaboration. Line management will be provided by the Collaboration’s Chief Executive Officer (CEO). The CEO reports directly to the Steering Group.

Salary: In the order of £25-30,000 per annum, depending on skills and experience. Collaboration employees are responsible for their own pension schemes, although this arrangement is under review.

Place of work: The postholder’s normal place of work will be the Cochrane Collaboration Secretariat in Summertown, Oxford, UK, with occasional international travel expected. Necessary role-related expenses will be reimbursed. No relocation expenses will be paid.

Duration of contract: A contract is offered for an initial term of two years, with extension dependent on performance and operational requirements. There will be a probationary period of six months. 

The Cochrane Collaboration is an equal opportunities employer and supports initiatives to improve environmental sustainability.
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