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Dear Applicant 
 
Research Engagement Officer 
 
Thank you for your interest in the above position with Alzheimer’s Society.  Please 

find enclosed an information pack as requested.   

 

We ask you to fill in your application carefully, giving all relevant information and in 

particular, setting out the ways in which you meet the competencies outlined in the 

job description and person specification.  You should provide clear and concise 

examples of a time when you have had to use the necessary skills. 

 

Your application should be typed or completed in black ink.  The panel will consider 

the presentation of your application during the selection process. 

 

Your completed application should be returned to us by noon on 6 June 2013.   

Late applications will not be accepted.  CVs will not be accepted. 

 
Interviews will be held on 19 June 2013 at Devon House, London, E1W 1LB 
 
Please send your completed application form to: 
 
Recruitment 
Human Resources 
Alzheimer’s Society 
Devon House 
58 St Katharine’s Way 
London 
E1W 1LB 
 
Or e-mail recruitment@alzheimers.org.uk  
 
 
Yours faithfully 
 
 
 
Matt Murray 
Research Engagement Manager
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Alzheimer’s and Dementia 

Dementia is caused by disease of the brain; symptoms include loss of memory, 

confusion and problems with speech and understanding. It is progressive and 

eventually terminal.  Dementia can happen to anyone and there is currently no cure. 

But with the right support, people can live well with dementia throughout the 

condition.  

800,000 people live with dementia in the UK today with nowhere near enough 

services provided to meet their needs.  There are over 17,000 people under 65 with 

dementia in the UK and 1 in 14 people over 65 have dementia.  One in three people 

over 65 develop dementia.  

 

About Alzheimer’s Society 

Alzheimer's Society champions the rights of people living with dementia and the 

millions of people who care for them.  We are the leading support and research 

charity for people with dementia, their families and carers, with over 2000 employees 

and over 6000 volunteers across England, Wales and Northern Ireland. 

Alzheimer’s Society provides over 2,000 services across England, Wales and 

Northern Ireland.  We provide information, education, support and care to help 

people live their lives to the full.  We spent more than £56 million on charitable 

activities in 2011/12, almost 90 per cent of which continued to be on providing care 

services and direct services to people with dementia and those who care for them. 

We also spent £3.1 million on research into the causes and treatment of dementia. 

 

About the Research Directorate 

Alzheimer’s Society funds scientists in the UK to carry out research into the cause, 

cure, care and prevention of dementia, through a variety of response mode funding 

programmes and research initiated by the Society. Our programme invested over 

£5million in 2012-13 and this is set to increase to at least £10 million in the next 4 

years. 

 

By establishing its award-winning Research Network in 1999, Alzheimer’s Society 

has long been regarded as a pioneer of public and patient involvement in research. 

By involving approximately 250 people affected by dementia the Society has 

ensured that personal experiences of dementia are at the heart of our research 

efforts and will continue to do so. 
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Job Description 
 
Job title:  Research Engagement Officer 
Location: Devon House, 58 St Katharine’s Way, London E1W 1LB 
Salary Grade:  D1 
Actual Salary:  £22,272 per annum 
Hours: 35 per week 
Contract Type: Permanent 
 
Main purpose of job 

The post holder will support and facilitate public and patient engagement in the 
Alzheimer’s Society Research programme, and ideally bring their experience of lay 
participation, involvement and/or engagement in research to provide input to the 
further development of the Society’s lay engagement in dementia research.    

 

The post holder will provide a point of contact for the Society’s Research Network of 
approximately 240 volunteers who are actively involved in the Society’s research 
programme. The post holder will provide essential support to the operations, 
processes and smooth-running of the Research Network, including coordinating 
mailings, processing lay review submissions, organising involvement activities, 
facilitating training events and supporting our Annual Research Conference.  

 

Position in organisation 

This post reports to the Research Engagement Manager, and the post holder is a 
member of the Research Directorate. The post holder will work closely with the 
Research Grants Officer, Research Communications Officer and Research 
Administrator/PA to Director on a daily basis but will engage at different times with 
major activities and post holders in the directorate. The post holder will be expected 
to operate independently within agreed parameters and limits of authority from the 
Research Engagement Manager. 

 

The post holder will actively contribute to the regular communication and support of 
approximately 250 Research Network volunteers across England, Wales, Scotland 
and Northern Ireland and a further group of approximately 1,000 supporters of 
dementia research known as the ‘Friends of Research’. 

 

The post holder will also be required to liaise with other key individuals across the 
organisation, including External Affairs, Fundraising, Volunteering Development and 
Operations. 

 

Dimensions and limits of authority 

• Supports the day-to-day activities of the Research Network volunteers. 

• Decisions regarding the delivery of the public engagement programme, with 
parameters agreed with the Research Engagement Manager.   
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• External representation with funded researchers and other charities, as 
agreed with the Research Engagement Manager.    

 

Scope of the Role 

• Administration of the Research Network and Friends of Research groups 

• Supporting effective volunteer management 

• Facilitating events, including training, focus groups, engagement activities and 
the Annual Research Conference 

• Contributing to planning and budgeting process within the Research 
Directorate 

• Contributing to the development of Research Engagement processes and 
plans  

The main specific roles of this position will include: 

 

Research Network 

• Day-to-day support of approximately 250 Research Network volunteers 
across England, Scotland, Wales and Northern Ireland 

• Coordinating a process that supports and audits the routine work of the 
Research Network volunteers, e.g. arranging monitoring groups and grant 
panels 

• Ensuring the maintenance of the Progress, Arena HR and Research 
databases and using them to produce mailing lists and reports as required. 

• Collate priority scores and comments resulting from lay reviews and 
consultation responses, using specialist skills to analyze and interpret the 
results and produce reports for applicants and panels. 

• Lead the production of monthly mailings to the research network volunteers, 
coordinating the inputs of other members of staff.  

• Working with Operations and Volunteering Development colleagues to 
improve the integration of Research Network volunteers with other 
Alzheimer’s Society volunteers, staff and local/regional activities. 

• Close working with the Volunteer Development team to ensure that 
volunteering activities and volunteer issues are managed according to 
Alzheimer’s Society standards, policies and procedures. 

• Assisting with research consultations by collecting data and producing 
summary reports and recommendations. 

• Supporting the coordination and delivery of volunteer training, including 
induction, development and evaluation. 

• Maximising opportunities for Research Network volunteers to add value to 
other aspects of the Society’s work through building relationships with all 
other appropriate Directorates, specifically Operations, Fundraising and 
External Affairs and People & Organisational Development 
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Research Engagement 

• Supporting the delivery of research engagement events, including the Annual 
Research Conference, by organising logistics and in the development of an 
agenda. 

• Supporting the development of the Friends of Research programme in line 
with future ambitions to promote greater engagement of the public with 
dementia research. 

• Facilitating lay involvement in externally funded research projects, where 
required. 

 
Other responsibilities 

• Prepare and deliver progress reports and presentations where required. 

• The post holder will also lead relationship building with other charities and key 
relevant organisations regarding public and patient involvement in research, 
and develop and drive forward opportunities for collaboration and joint 
working. 

• To work as a full member of the Research Directorate and to undertake any 
other duties commensurate with the level of this post. 

• To be flexible within the broad remit of the post and be prepared to travel 
across the UK, and work some evenings and weekends.  

 
This job description is not exhaustive and serves only to highlight the main 
requirements of the post holder.  The line manager may stipulate other 
reasonable requirements.  The job description will be reviewed regularly and 
may be subject to change. 
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Person Specification 
 

All of the following requirements are essential except where stated (*) and will be 
assessed from a combination of information provided from the application form, 
extended interview process, panel interview and references.  

 

Qualifications 

• Educated to graduate level  

• A business or project management qualification, e.g. ILM, APM (*) 

Experience 

• Proven experience of working in an office liaising within a multidisciplinary 
team and with other teams 

• Experience of supporting volunteers 

• Experience of planning and coordinating events. 

• Experience of using databases 

• Experience within a public and patient involvement/engagement role (*). 

• Experience of working in a charity environment (*) 

• Experience of delivering training (*) 

• Experience of working with local groups (*) 

• Experience from a health research environment (*) 

Knowledge and Understanding 

• Knowledge of the volunteering sector and volunteer management practices. 

• Understanding of the research process 

• Knowledge of developments in the field of public and patient involvement in 
research 

• Knowledge of dementia (*) 

• Understanding of the impact of dementia on relatives and carers (*) 

Aptitude and Skills 

• Facilitation and engagement skills  

• Highly organized  

• Self starter able to work on own initiative and manage complex workloads. 

• Ability to coordinate, evaluate and interpret focus groups 

• Ability to coordinate formal consensus processes within the Research 
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Network  

• Able to use standard Microsoft Office packages effectively (including Excel to  
basic level), with excellent keyboard skills 

• Excellent written and spoken English 

• Excellent telephone manner 

• Strong listening skills when speaking with people affected by dementia. 

• Ability to empathise with people with dementia and their carers 

• Able to plan, prioritise and deliver to tight timescales 

• Flexible approach to work 

• Ability to work as a member of a team 

• Able to take a positive approach when faced with obstacles 

• Able to exercise tact when faced with many demands simultaneously 

• Able to appear comfortable and in control with large groups 

 

Personal Qualities 

• Reliable (good attendance and punctuality) 

• Willing to work outside normal office hours, at weekends and to travel when 
the job requires this. 

• Commitment to working within the principles of equal opportunities 

• Ability to empathise with people with experience of dementia. 
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Value Based Behaviours 

Alzheimer’s Society has a value-based behavioural framework which brings our 
values to life in everything we do.  The framework is applied across the full 
employment (and volunteering) life-cycle.  This includes individual objectives, 
appraisals, performance management, reward and recognition and personal and 
professional development. You will be given a full copy of the framework if 
appointed, as part of your induction. 

For this role, the key value based behaviours you will need to evidence in your 
application and which will be assessed during the recruitment process are: 

 

Please include 6-8 behaviours that are that are most important for the role, and that 
you will be looking for during the selection process.   

 

• Act as an ambassador for people affected by dementia at all times. 

• Seek the input and involvement of people affected by dementia, wherever 
possible and appropriate. 

• Actively listen, understand and accommodate the views of others. 

• Adapt my communication style to meet the needs of those I’m communicating 
with. 

• Keep my promises, delivering to agreed standards and within agreed timescales. 

• Use my initiative to anticipate and overcome problems and obstacles. 

• Treat everyone with respect and dignity. 

• Contribute and invite new ideas and innovation in improving the way we work. 

• Recognise, respect, value and make full use of the diversity of skills, attributes, 
experiences and opinions of others. 
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Job Application Guidelines 
Alzheimer's Society is an equal opportunities employer. We aim to treat every 
applicant fairly. The information you provide in your application form is the only 
information we will use in deciding whether or not you will be invited for interview, so 
it is important that you complete it with care.  To help you, please follow these 
guidelines. 
 
1. Please complete all sections of the form. 
 
2. Please type the application form where possible.  If you are filling in by hand 

please use black ink, as it may be photocopied. Do not stick or glue paper to 
the back of the form as it may get caught in the photocopier. Please add a 
separate piece of paper instead. 

 
3. After reading the person specification and job description, think carefully 

about your application and consider to what extent you have the skills and 
experience necessary to meet the requirements of the post.   

 
4. Your last and present post allows you the opportunity to tell us about the work 

you are doing or have done in the past. Be as brief as you can, and use the 
personal statement at the back of the form to describe in more depth your 
skills, knowledge and experience relevant to the job. 

 
5. Under the section ‘Education, qualifications and training’ you are asked to 

state your qualifications or name a course that you attended. It is sufficient to 
state that you have a specific number of ‘A’ levels and GCSEs, or equivalent 
qualifications, unless you are asked for a specific qualification on the person 
specification, such as GCSE English. You should mention qualifications or 
training relevant to the post you are applying for. 

 
6. The personal statement is an important part of the application form and 

should be used to tell us how you meet the person specification and what 
experience you have that is relevant to the job description. Always remember 
to specify your personal responsibilities rather than those of your section or 
department. Remember to explain how your current or previous experience 
relates to the job you are applying for.  

 
7. Please ensure that your completed application form is returned by the date 

and time stated at the beginning of this information pack. Do not attach any 
other documentation. Your completed equal opportunity form must be sent to 
the recruitment@alzheimers.org.uk or the HR Service Centre, as stated on the 
equal opportunities form. Any attachments, such as CVs, references or 
photocopies of your qualifications will be disregarded and will not be seen by 
the selection panel. 

 
8. In order to make good use of the charity’s money your application will not be 

acknowledged unless you are selected to attend an interview.  
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Information for Candidates  
 
Terms and Conditions of Employment 
Outlined below are some of the main terms and conditions of employment relevant to 
all employees of the Society. 
 
Probation 
All posts are subject to a probationary period of 12 weeks unless otherwise stated on 
the letter of appointment, during which your performance will be reviewed from time 
to time.  During this probationary period, either party may terminate the contract by 
giving the appropriate notice.  After satisfactory completion of the probationary 
period, the notice stated on your contract of employment will apply. 
 
Location 
Your main place of work will be detailed in your contract of employment. You may be 
required to work in other locations from time to time. You will not be required to work 
outside the United Kingdom for a continuous period of more than one month.  
 
Salary Payment 
All new employees are placed on a set grade based on the Society’s salary scheme, 
and this is normally reviewed in April of each year. 
 
The commencing salary will be as stated in the contract of appointment.  Salaries 
are paid in arrears on or around the 25th of each calendar month, by direct credit 
transfer into a bank or building society account.  
 
Annual Leave 
The holiday year runs from 1 April to 31 March.  In each holiday year, in addition to 
bank and statutory holidays, the holiday entitlement in the first full year will be 25 
days, pro-rated according to hours of work and start date. This then increases in line 
with service as follows: during the first full leave year and up to 2 leave years 25 
days, third leave year 26 days, fourth leave year 27 days, fifth leave year 30 days.  
Holiday will be calculated on a pro-rata basis for part-time workers. 
 
Pension Scheme 
After successfully passing your probation you may be eligible to join the Society’s 
nominated pension scheme subject to the rules of the scheme as amended from 
time to time.  
 
The Society currently operates a Group Personal pension scheme provided by 
Zurich.  All employees under the age of 75 may join the scheme on completion of the 
probationary period.  Employees may contribute a percentage of their salary to the 
scheme and the Society will double the employee’s contribution up to 8% of the 
employees’ gross salary.  This will mean that a 1% employee contribution will attain 
a 2% contribution from the Society and a 4% contribution will attain the maximum 8% 
from the Society.  Alzheimer’s Society will not pay into a personal pension scheme.  
 
Sick Leave  
The Society operates an occupational sick pay scheme that is based on length of 
service with the Society. 
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Benefits  
The Society offers a range of benefits to its employees including Life Assurance, a 
Cash Health Plan and Childcare Vouchers. 
 
No Smoking 
The Society operates a no smoking policy. 
 
 


