
    

 

 

Project Scheduling Coordinator 

THE ALAN TURING INSTITUTE 

There has never been a more significant time to work in data science and AI. There is recognition of the 
importance of these technologies to our economic and social future: the so-called fourth industrial rev-
olution. The technical challenge of keeping our data secure and private has grown in its urgency and 
importance. At the same time, voices from academia, industry, and government are coming together to 
debate how these technologies should be governed and managed. 
 
The Alan Turing Institute, as the UK’s national institute for data science and artificial intelligence, plays 
an important part in driving forward advances in these technologies in order to change the world for the 
better.   
 
The Institute is named in honour of Alan Turing, whose pioneering work in theoretical and applied math-
ematics, engineering and computing is considered to have laid the foundations for modern-day data 
science and artificial intelligence. The Institute’s goals are to undertake world-class research, apply its 
research to real-world problems, driving economic impact and societal good, lead the training of a new 
generation of scientists, and shape the public conversation around data and algorithms. 

After launching in 2015 with government funding from EPSRC and five founding universities, the Institute 
has grown an extensive network of university partners from across the UK and launched a number of 
major partnerships with industry, public and third sector. Today it is home to more than 500 researchers, 
a rapidly growing team of in-house research software engineers and data scientists and a business 
team. 
  
BACKGROUND 

The Research Engineering Group supports the research work of the Institute by developing software 

and by undertaking data science projects to address real-world modelling challenges. We collaborate 

with Turing Fellows, Turing Partner Organisations, and other researchers, usually by working with these 

groups on projects.  

The Group’s staff comprises about 30 research software engineers and research data scientists. At any 

one time, the team may be working on 20–30 projects, each lasting between a few months and a few 

years. Team members typically work on two projects simultaneously. In addition, the team has certain 

other responsibilities to the Turing, including providing support for certain computing platforms and soft-

ware and supporting the Programmes in developing projects. The Group works on a cost-recovery 

model under which it is mandated to recover the majority of its costs from this project work. Thus it is 

important for us to have a “full pipeline” of work without over-committing to work we cannot deliver. 

A significant challenge within the Group is therefore managing its portfolio of projects and the allocation 

of individuals to those projects. This work requires the following activities, among others: 

- Keeping track of the future project pipeline and ensuring that information about these projects 

is up to date; 

- Ensuring that projects that are due to start have the appropriate resource assigned to them in 

good time; 

- Keeping track of projects that are due to end and ensuring that the individuals allocated to those 

projects have a next project or projects to work on (and are not over-allocated); 

- Together with the management of the Group, allocating individuals to projects, taking into ac-

count their preferences and development needs and ensuring that their skills and level of sen-

iority matches the requirements of the project;  

- Reporting on the present and likely future status of the pipeline, including: reporting, to Finance 

and to the Programmes what work has been undertaken on each project in the most recent 

period; reporting to the Group on the likely level of demand out to the next year or so; reporting 

on the Group’s likely availability for future projects within six months; ad hoc reporting on specific 



    

 

projects to the project team; and giving advance notice of likely problems in doing any of the 

above. 

- Ensuring that the Group’s view of the projects aligns with that of the Programme management 

team.  

The group presently manages this challenge through a combination of outsourced systems (“Forecast” 

and “GitHub”) and manual processes. Over the next year we plan to develop better reporting and mon-

itoring systems and we may eventually replaced some of the outsourced functionality with in-house 

software. 

 

ROLE PURPOSE 

The holder of this role will be responsible for the process described above, ensuring that the Group 

has a good understanding of its current and future projects, that individuals are appropriately allocated 

to projects, and that likely scheduling conflicts or under-resourced projects are identified.   

The role will report directly to the Director of the Research Engineering Group. The holder will need to 

coordinate with the Programme Management team, Finance, and members of the Group.  

The holder will be responsible for adapting the current processes as necessary or appropriate, either 

because the team is growing or because the holder feels that a different process would be more effec-

tive. We would expect the holder to assist in the transition to in-house software by providing feedback 

on usability and functionality as they will be one of the main users of that software. 

The holder will also be responsible for undertaking administrative tasks that the Director may from time 

to time require. 

 

DUTIES AND AREAS OF RESPONSIBILITY 

The main duties of this role are: 

 

• Manage the overall process of scheduling members of the Group and their allocation to pro-
jects; 

• Liaise with the Group’s management to understand the skills requirements of projects and 
the career development needs of individuals; 

• Coordinate with the Programme Management team, Finance, and others, to ensure a uni-
form view of the Group’s activity across the Institute; 

• Ensure that the information on projects and project allocations is kept up to date using the 
current systems and any process that the role holder believes is appropriate; 

• Ensure that projects are staffed and that staff have projects assigned; 

• Prepare regular and ad hoc reports on the past, current and likely future status of projects 
and project allocations, including any under- or over-commitments, to individuals in the 
Group, the Group management, and for reporting historic resource to Finance; 

• Assist in the development of the scheduling process by providing a “user-centric” view and 
suggestions from experience; 

 
 
Other duties 
 

• We expect the nature of the role to evolve as our processes improve and are more auto-
mated.  

• The holder will also be expected to undertake other administrative roles for the team as 
from time to time the Director may require. 

 



    

 

 

 

 

 

 

  

 

                                                                                     PERSON SPECIFICATION 

   

Skills and Requirements 

Post holders will be expected to demonstrate the following 

Essential (E) 

     Desirable (D) 

Tested at applica-

tion(a) 

Tested at interview  

(i) 

 

   

Education/Qualification   

Undergraduate degree or equivalent experience E A  

Knowledge and Experience   

Experience in activity coordination, project planning, and/or reporting. D A&I 

Strong competency with computers and applications (beyond Microsoft Office). E A&I 

Track record of delivery, timekeeping, and managing deadlines. E A&I 

Track record of working independently and taking ownership of a process. E A&I 

Experience supporting teams. D A&I 

Communication   

Excellent communication skills, both written and verbal. E A&I 

Ability to adapt the style of communication to suit the audience and ensure understanding. E A&I 

Service Delivery    

Ability to keep accurate and up to date knowledge of services available in own and related 

areas of work. E 

 

A/I 

Promptly deals with colleagues who require information and correctly referring them else-

where if necessary.  E 

 

I 

Ability to work across the Research Engineering Group to contribute and assist with the pro-

ject coordination for this programme.  D 

 

I 

Decision Making   

Guides others by presenting options and choices to inform their decision making. E A/I 

Independently makes decisions that mainly affect themselves or a small number of people 

and are guided by existing practices. E 

 

A/I 

Team Development   

Experienced team player with the ability to work as part of a team and on own initiative. E A/I 

Other Requirements   

Commitment to meeting deadlines E A&I 



    

 

 

Please note that job descriptions cannot be exhaustive, and the post-holder may be required to under-

take other duties, which are broadly in line with the above key responsibilities.

Flexible attitude towards work E I 

Commitment to EDI principles and to the Organisation values E I 



 

 

 

OUR VALUES 

The Alan Turing Institute is committed to equality diversity and inclusion and to eliminating discrimina-

tion. All employees are expected to embrace, follow and promote our EDI Principles and Rules of the 

Game 

 

 

Respect – We treat everyone with respect, dignity and kindness and acknowledge the experiences, 
skills and contributions of others. 
Trust - We communicate openly and honestly to support an environment where we have trust in each 
other.  
Transparency – We seek to ensure that everyone understands the how and the why of our decisions 
and actions. We take on board to feedback when those decisions are challenged.  
Inclusivity – We are committed to continuously learning how to be more inclusive by listening to 
those facing barriers.  
Leadership – We recognise creating an inclusive, diverse and equitable institute requires leadership 
from all. We stand up and speak out when change is needed.  
Integrity – We recognise that how we work is as important as our outputs and seek to exemplify best 
practice in all our decisions.  
 

APPLICATION PROCEDURE 
 
If you are interested in this opportunity, please click the apply button below. You will need to register on 

the applicant portal and complete the application form including your CV and covering letter. If you have 

questions about the role or would like to apply using a different format, please contact them on 0203 

862 3340, or email recruitment@turing.ac.uk. 

 

CLOSING DATE FOR APPLICATIONS: Sunday 6th June 2021 at 23:59. 

https://www.turing.ac.uk/about-us/equality-diversity-and-inclusion
https://www.turing.ac.uk/about-us/equality-diversity-and-inclusion
https://www.turing.ac.uk/about-us/equality-diversity-and-inclusion
mailto:recruitment@turing.ac.uk


 

 

 

TERMS AND CONDITIONS 

This full time post is offered on a fixed term basis for 12 months.  The annual salary is £26,500-£28,000 

plus excellent benefits, including flexible working and family friendly policies,  https://www.tu-

ring.ac.uk/work-turing/why-work-turing/employee-benefits 

This job description is written at a specific time and is subject to change as the demands of the Institute 

and the role develop.  The role requires flexibility and adaptability and the post holder needs to be aware 

that they may be asked to perform tasks and be given responsibilities not detailed in this job description. 

 

EQUALITY, DIVERSITY AND INCLUSION 

The Alan Turing Institute is committed to creating an environment where diversity is valued and every-

one is treated fairly.  The Alan Turing Institute is committed to creating an environment where diversity 

is valued and everyone is treated fairly.  In accordance with the Equality Act, we welcome applications 

from anyone who meets the specific criteria of the post regardless of age, disability, ethnicity, gender 

reassignment, marital or civil partnership status, pregnancy and maternity, religion or belief, sex and 

sexual orientation.   

Reasonable adjustments to the interview process can also be made for any candidates with a disability. 
 
 
Please note all offers of employment are subject to continuous eligibility to work in the UK and 
satisfactory pre-employment security screening which includes a DBS Check. 
 
Full details on the pre-employment screening process can be requested from HR@turing.ac.uk. 
 

https://www.turing.ac.uk/work-turing/why-work-turing/employee-benefits
https://www.turing.ac.uk/work-turing/why-work-turing/employee-benefits
mailto:HR@turing.ac.uk

