ROLE OF A POSTGRADUATE RESEARCH COORDINATOR

The following describes the current responsibilities of the Discipline Postgraduate Research Coordinators
· Liaising – ensures that supervisors within the discipline are kept up to date; sends information to students as necessary. 

· Enquiries: handles MPhil/PhD enquiries and nurtures applicants and prospective applicants

· Admissions: makes final decision regarding discipline PGR applications (signs Green form and PGR17) before returning to PG Admissions Administrator (Anne Nevill Room 1123); monitors submission rates.
-
Induction:  meets students at School Induction

· Skills:  ensures initial Skills Monitoring of all new PGR students, liaises with School with Skills provision; receives information of Faculty Skills Information; monitors Skills Acquisition of PGR students (all years); organises disbursement of AHRC Skills related Discipline money (in liaison with HOD); disseminates and promotes supervisor training information.
· Annual reports: monitors the progress of PGR’s within the discipline; oversees the return of all annual reports for the discipline together with a report form on progress of all its PGR students to the Postgraduate Office.
· AHRC/BGP Studentships; ORSAS/FIBS applications:  Holds Discipline advisory meetings to assess and rank AHRC/BGP + ORSAS/FIBS applications to the discipline according to HUMS criteria; monitors progress of application; completes appropriate forms and rankings; participates fully in HUMs PGR ranking meetings by knowing the discipline’s applications thoroughly and where relevant beyond the scope of the information on the form.
· Funding applications made by discipline PGRs (to LASS Faculty etc.) advises students on discipline, HUMs and LASS funding opportunities for conference/research travel; completes all paperwork related to funding application by PGR students.
· Committees:  is a fully participating member of the School PGR Sub-Committee;  responds when requested by HUMS PGR Director to discipline-specific requests relating to PGR business in HUMs and LASS; should be on circulation list of International Office receiving e-newsletter “Keeping Track”  (join list at http://www.iss.soton.ac.uk/email/majordomo/intro.html)

· Student progress:  monitors recommendations for the following:

change in status from full-time to part-time and part-time to full-time

transfer to nominal registration

temporary suspension of registration

transfer from MPhil to Ph.D - monitors student upgrades

permission for the thesis to be written in a language other than English

permission for the thesis to exceed the prescribed length

permission for the thesis to remain confidential for up to 3 years

extension (and in very rare cases early completion) of period of candidature

appointment of external examiners

· Submission rates:  monitors the discipline’s submissions rate.  Receives annually information regarding expected MPhil and PhD submissions from  the Postgraduate Research Administrator (Mary Stubbington Room 1121) 
· Publicity:  provides/edits copy for School publications relating to research degrees – postgraduate prospectus.  Oversees, in liaison with the Marketing Office, mailshots for postgraduate courses; participates in PGR information and open days for prospective PGRs .
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