
 

 

Posting #21-107CU(E) 

 

Research Support Officer 

Office of Research and Innovation 

Term, Full Time (Two Year Term) 
 

Purpose 
 
Reporting to the Director of Research and Innovation, the Research Support Officer is responsible for the 

successful completion of critical projects that are of strategic importance to the research mandate of UNBC. 
Working with great independence, the Research Support Officer will be expected to assist the Research 
Project Officers on a wide variety of projects, exercise professional judgment, and show initiative and 

independence in the acquisition of resources (financial, in-kind, partnerships) to initiate, continue or 
complete research project activities at UNBC.  

 

Responsibilities 
 
Specific duties include but are not limited to: 

 

 Supporting the Research Project Officers to ensure healthy relationships are built and fostered 
between UNBC and funding agencies (federal, provincial, municipal and regional), commercial and 

community partners; 

 Supporting the Research Project Officers with the planning and organizing of projects from 
conception to implementation and final reporting; 

 Supporting Research Project Officers in the development of grant applications to ensure criteria of 
the various funding agencies are met; 

 Supporting the implementation of the Office of Research and Innovation’s outreach and community 
engagement efforts; 

 Supporting the Office of Research and Innovation event planning;  

 Supporting the development and implementation of the Office of Research and Innovation’s Youth 
and Student Engagement Programs;  

 Developing protocols and policies to ensure UNBC’s compliance with government agencies’ 

regulations; 

 Developing effective methods to increase awareness of research requirements or policies within 
UNBC; 

 Developing effective strategies to increase the awareness of research opportunities among faculty 
members and students; and, 

 Other duties as required. 

 

Qualifications 
 

The successful candidate will possess the following: 
 

 A minimum of a Bachelor’s Degree in a relevant area (i.e. Natural Science, Social Science, or 
Business). A Graduate Degree will be considered an asset; 

 Minimum 2+ years of directly related experience, preferably in a post-secondary environment; 

 Knowledge of tri-agencies (NSERC, SSHRC and CIHR), and other funding agencies; 



 

 

 Familiarity with research and the research funding life-cycle; 

 Working knowledge of research administration management software (e.g. Romeo) will be 

considered an asset;  

 Excellent verbal, written and interpersonal communication skills are critical; 

 The ability to effectively review funding applications and provide feedback will be considered as 

asset; 

 The ability to build and maintain relationships with various stakeholders  and work as a team;  

 The ability to prioritize workload in an environment with multiple deadlines; and 

 Flexibility to provide coverage for colleagues with little notice.  

 
An equivalent combination of education and experience will be considered.  

 

Salary 
 
This position has been classified at a Grade 8. The annual salary range for this position is $58,064.14 to 

$60,473.91, and the normal starting salary will be $58,064.14. 
 
Normal hours of work will be Monday through Friday, 8:30am to 4:30pm. 

 

About the Community 
 

Since its founding in 1990, the University of Northern British Columbia (UNBC) has emerged as one of 
Canada’s best small research-intensive universities, with a passion for teaching, discovery, people, and the 
North.  Located on the traditional unceded territory of the Lheidli T’enneh, in the spectacular landscape 

near the geographic centre of beautiful British Columbia, UNBC’s excellence is derived from community -
inspired research, hands-on learning, and alumni who are leading change around the world.  
 

For the past 10 years, UNBC has placed in the top three in its category in the annual Maclean’s university  
rankings, the only University of its size to achieve that feat. UNBC also recently placed among the top four 
per cent of higher education institutions worldwide by the Times Higher Education World University  

Rankings.   
 
With a diverse student population, the University is friendly, inclusive, and supportive. Prince George is a 

city of ~74,000 people with impressive cultural, educational, and recreational  amenities. For more 
information about living and working in Prince George, please refer to http://www.unbc.ca/experience and 
https://moveupprincegeorge.ca. Make your mark with this leading post-secondary institution. 
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To Apply 
 
Please forward your resume and proof of education quoting competition #21-107CU(E) to:  
Human Resources, University of Northern British Columbia,  

3333 University Way, Prince George, BC, V2N 4Z9   
 
Email submissions:  HRecruit@unbc.ca  

Inquiries:  (250) 960-5521 
 
All qualified candidates are encouraged to apply; however, Canadians and permanent residents will b e given priority. The University of Northern 

British Columbia is committed to employment equity and encourages applications f rom women, aboriginal peoples, persons with disabilities 
and members of visible minorities. We thank all applicants for their interest in UNBC however, only those applicants selected for further 

consideration will be contacted. 
 

Preference will be given to applications received by September 24, 2021. Applications will be 
accepted until the position is filled.  
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