
GENERAL SERVICES

Information Management 
(P: Adv, Res)

Develop new and main-
tain existing research 
statistics and reports, 
including the preparation 
of annual institutional 
reports required by cen-
tral units and faculties; 
Maintain and improve 
research admin manage-
ment system (PeopleSoft 
G3).

HELPDESK
Manages inquiries from 
researchers, trainees, ad-
ministrators, and exter-
nal parties by responding 
with appropriate infor-
mation as on a timely 
basis or by forwarding 
inquiries when appropri-
ate to other individuals 
or units for resolution. 
Maintain the Research 
Services website such 
that the content is timely, 
accurate, useful, and 
organized in a way that 
information is easily ac-
cessible to campus users 
and the public.

PLANNING SERVICES

Institutional Strategy (P: Adv, Nav)
a) Strategic planning: High level vi-

sion-setting ad needs assessment 
for the research and innovation 
mission overall.

b) Policy Development: Maintain a cur-
rent and effective policy framework.

Research Recognition Awards  
(P: Adv, Del, Nav)

Working with academic units, provid-
ing institutional coordination and input 
for researcher recognition through 
internal and external award nomina-
tions (Killam, CRC etc.).

Provincial, National and International 
Connections (P: Adv, Nav)

Foster, monitor and maintain inter-
disciplinary research and innovation 
relationships (i.e., Helmholtz, WUN, 
WEUN, individual institutions, etc.) and 
engage with stakeholders that may 
contribute to any research activities.

Post Doctoral Fellows (P: Adv, Nav, Tra)
Provide resources to develop support 
services and foster postdocs’ research 
training and professional development 
to help prepare them for the next step 
in their careers; serve as a liaison 
between postdocs, faculty, adminis-
trators.

Research Training and Professional 
Development (P: Adv, Del, Nav, Tra)

Develop and deliver training to meet 
the emerging needs in all sectors that 
are relevant to research.

POST-AWARD SERVICES

Ethics Certification  
(P: Adv, Nav, Res, Tra)

Deliver integrated, effective, and 
efficient ethics certifications with 
oversight for the full range of uni-
versity research involving human 
participants or animals; create and 
maintain institutional compliance 
programs that are consistent with 
external requirements and sup-
ports the responsible conduct of 
research and scientific integrity.

Research-related and IP-related 
Contracts (P: Adv, Nav, Res)

Review and negotiate research 
contracts and agreements to en-
sure compliance with university’s 
policies and researcher’s needs, 
liaise and consult with internal 
stakeholders as needed.

Institutional Programs (such as 
CFI, JELF, WED etc.)  
(P: Adv, Del, Nav, Res)

Provide admin support for re-
searchers pursuing major infra-
structure awards, including rela-
tionship management with funders, 
creation and management of 
application selection process and 
sponsor’s reporting requirements.

Fund Management  
(P: Adv, Nav, Res)

Administer research funds based 
on deliverables and timelines as 
set out by sponsors, researchers 
and other stakeholders; re-

sponsible for providing financial 
reporting, quality assurance, and 
collections.

Project Management Advisory 
Support (P: Adv, Del, Res)

Act as the primary point of contact 
for any research policy or ad-
ministration-related queries and 
requests during the entire lifecycle 
of a research project; may provide 
hands-on project management 
assistance if required.

Clinical Trial Regulatory Support 
(P: Nav, Tra)

Manage clinical trial applications, 
amendments and notifications to 
Health Canada, Division 5 certifi-
cation; provide data management, 
regulatory training, clinical trial 
monitoring and assistance to meet 
compliance requirement for PI 
initiated trial where the Board of 
Governors is the sponsor.

Clinical Trial Management Support 
(P: Adv, Del, Nav, Res)

Advise in the overall coordination 
and conduct of clinical trials.

Technology Protection and Transfer 
(P: Adv, Del, Nav, Res, Tra)

Responsible for protection, li-
censing and commercialization of 
university-related IP per UAPPOL’s 
Patent Policy and collective agree-
ments and to meet researchers’ 
need.

PRE-AWARD SERVICES

 Promotion of Research 
Funding Opportunities  

(P: Adv, Del, Nav)
Gather and maintain infor-
mation database; targeted 
promotion of relevant fund-
ing opportunities; ensure 
dissemination of funding 
opportunities in related 
events.

Research Application/Pro-
posal Development  

(P: Adv, Nav, Res)
Create and deliver institu-
tion wide application devel-
opment support (including 
major grants); provide direct 
assistance with the goal of 
increasing the number of 
applications as well as the 
success rate.

Research Application/ 
Proposal Pre-Submission  

(P: Adv, Nav)
Ensure proposals have 
addressed specialized (eg 
infrastructure, advanced 
research computing), reg-
ulatory (eg Health Canada) 
and institutional require-
ments (eg compliance with 
UAPPOL policies) & funder 
requirements.

VPRI PORTFOLIO SERVICE OFFERING TO ACADEMIC UNITS
The services provided by the VPRI Portfolio to Colleges/Faculties/Departments through its various units and a Help Desk Center to support the 

University’s research and innovation mission. Many of the centralized services are driven by legislation, policy or external requirements.

DEFINITIONS OF THE PARTNERS’ (P) 
ROLES

Partners are the proactive liaison 
officers between the VPRI Portfolio 
and Colleges/Faculties/Depart-
ments. Housed within the academic 
units, they are the primary contact 
for senior academic leadership and 
researchers about anything re-
search-related. Their role varies in 
each area of services as described 
below.

a) Advising (Adv): Identify areas 
for improving effectiveness and 
efficiency of services; communi-
cate and collaborate with VPRI to 
improve the research administra-
tion continuum. Assist faculties/de-
partments in creating priorities to 
ensure alignment with the institu-
tion’s research goals and strategic 
needs.

b) Delivering (Del): Provide hands-on 
assistance in offering direct ser-
vices to researchers as required.

c) Navigating (Nav): Help research-
ers navigate and understand the 
system relating to research and 
innovation. Act as a liaison between 
faculties/departments and VPRI 
portfolio  and is accountable for 
the dissemination of all pertinent 
information.

d) Resolving (Res): Proactively 
identifies potential issues and 
implements creative, client focused 
solutions wherever possible.

e) Training (Tra): Identify areas 
of education opportunities and 
professional development, engage 
with experts from COEs, coordinate 
(and potentially deliver) training 
sessions.


