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Intellectual Property Manager – Fixed Term
Applications are invited for the position of IP Manager in the Legal Affairs team of UCL Business Ltd.
The following application information is enclosed:

1. Information on UCL Business

2. Job Description

3. Terms and Conditions of Appointment

4. Person Specification

Applications can be made online, you will be expected to explain how you meet each of the key

requirements for this role as listed in the person specification, giving examples that clearly

demonstrate your skills, knowledge and experience.
If you have any queries, please address them to:

Danielle Gouldson 
jobs@uclb.com

The closing date for applications is 3 October 2021.
Only shortlisted candidates selected for interview will be contacted on or before 15 October 2021.You are advised to submit your application as soon as possible as we reserve the right to close the advertisement once we have received sufficient applications.

INFORMATION ON UCL BUSINESS LTD
University College London (UCL) is one of the UK’s top research-led universities, a world-class multi-disciplinary research and teaching institution whose staff and former students have included 29 Nobel Prize winners.  Founded in 1826, UCL was the first university in England to admit students regardless of race, religion or gender.  It continues to thrive on the creativity and diversity of its community which today comprises 15,244 staff and 48,168 students from 150 countries across the globe.  UCL has an annual turnover approaching £1.2b. 

UCL Business Ltd (UCLB) is a wholly owned subsidiary of UCL and set up as an independent company with its own board of directors consisting of two executive and seven non-executive directors responsible for setting the business direction for the company within the scope of an over-arching Enterprise strategy set by UCL’s Vice-Provost of Enterprise.  UCLB supports UCL and its researchers in technology commercialisation activities and works closely with and provides commercialisation services to many of UCL’s partner hospitals.  This reflects UCLB’s mission: To help support and commercialise research from UCL and NHS trusts associated with UCL for the benefit of humankind in its widest sense.

UCLB’s principal responsibility is to deliver UCL’s commercial-facing intellectual property and related activities through the exploitation of innovations from its biomedical, life and physical sciences departments.  UCLB supports the mission of UCL by delivering research impact, generating income, through securing translational grants and commercial collaborations and building value in a portfolio of equity and licence interests for future impact and income to benefit UCL and its researchers.

UCLB is recognised as a leading technology commercialisation company within the UK and globally and has an impressive and successful track record of creating licences and spin-outs over a 25-year period.  Its expertise and reputation for identifying, protecting and commercialising promising new technologies and innovations is enviable with many of its spin-outs and licensees employing numerous people, generating economic wealth and manufacturing and selling products across the world to improve lives.

UCLB invests directly in development of innovations to maximise the potential of the research and manages the commercialisation process of technologies from the early stages of seeking to identify novel ideas, through the development stage to commercialisation using its expertise from intellectual property (IP) protection, project management and product development, through to IP licensing, creation of spin-out companies with the aim of maximising the commercial potential and ultimate impact of new technologies, discoveries, materials and processes.  With its recently created £50m dedicated UCL Technology Fund and access to the £40m Apollo Therapeutics Fund (with a focus on life sciences), UCLB is well placed to progress many of its projects rapidly through to commercialisation.

The activities of UCLB are nominally split into two sections principally covering biomedical areas and physical sciences, engineering and arts activities.  These two sections operate under their respective director, in a complementary fashion to facilitate multi-transactional and inter-faculty transactions.  Supporting these sections are the Partnership and Alliance team, business and legal affairs, marketing and the financial and administrative offices, each with their respective director or manager.

JOB DESCRIPTION

Job Title:

IP Manager
Department:
Legal Affairs
Job Purpose:
Efficiently manage UCLB’s large portfolio of intellectual property (IP) assets including patents, trademarks and software. Provide general and transactional IP advice across UCLB as well as IP searching and analysis services internally and externally. Ensure that all maintenance obligations, renewals and formalities are complied with in a timely manner, while getting maximum value from our external service providers. 

Reporting to the Director of Legal Affairs, this is a pivotal role within the organisation with responsibility for a key asset base. This role will work closely in conjunction with staff across the organisation to help realise the aims of the business.  
Key Accountabilities: 

· Prosecution and maintenance of the IP Portfolio.
· Management of information and reporting relating to the IP Portfolio.
· Provide advice and support on IP matters.
Duties and Responsibilities

1. Prosecution and Maintenance of IP Portfolio:

UCLB has a large and complex IP portfolio, including registered and unregistered rights, the management of which requires interaction with UCLB and UCL staff as well as external service providers to ensure efficient and cost effective use of UCLB’s assets. 

· Complying with renewals and other formalities in an efficient, cost effective manner;

· Ensuring all title documents are in place with the Legal Affairs Officer and Intellectual Property Administrator

· Manage external IP service providers; and

· Manage the efficient transfer of assets into and out of the IP Portfolio.

2. Management of Information Relating to the IP Portfolio:

UCLB uses the Minuet database to record all information relating to the IP Portfolio and it is vital that UCLB maintains a high level of data quality for the operation of the business. A large amount of correspondence is received in relation to the IP portfolio and it is a vital task to oversee the filing and maintenance of correspondence and other key documentation, including:
· Line management responsibility for the IP Administrator;
· Ensuring UCLB maintains up to date records of the content and status of the IP portfolio;
· Generate status and deadline reports using Minuet;
· Sharing information with renewals and formalities service providers to ensure timely and efficient maintenance of the IP Portfolio;

· Managing IP-related subscription services, e.g. Patbase.
3. Provide Advice and Support on IP Matters:

One of the key aspects of this role is to ensure that UCLB staff have access to information and advice relating to IP matters, including freedom to operate and prior art searching. 

· Provide reports to internal and external stakeholders on the content and status of the IP Portfolio;

· Provide searching support across UCLB in relation to freedom to operate and prior art for, among other purposes, internal viability assessments, business plans and grant applications.;

· Compile and maintain cost estimates for the IP portfolio and provide these where required to support administrative and business processes; 
· Organising and managing internal IP and legal commercial based education for UCLB Staff; and
· Advising on IP strategy and issues arising from prosecution processes and IP-based transactions.

In carrying out the above duties the Intellectual IP Manager is expected to:

· Work expeditiously and with professionalism to ensure the business is organised efficiently
· Maintain absolute confidentiality regarding sensitive personal, financial and commercial information
· Adhere to UCLB policies including organisational standards, Financial Regulations and Equal Opportunities

· Participate in staff meetings and training as required

· Maintain an awareness and observation of Fire and Health & Safety Regulations

To undertake any other duties that are within the scope, spirit and/or purpose of the job, the title of the post and its remuneration as requested by the line manager/Director.

Note:  The duties described above reflect the present requirements of the post.  As duties and responsibilities change and develop, the job description will be reviewed and may be subject to amendment in consultation with the post holder.


TERMS AND CONDITIONS

Job title:

IP Manager 
Department:

Legal Affairs 
Salary

The salary range is £35,000 to £45,000 depending on qualifications and experience.  

UCLB also operates a performance related pay (PRP) scheme under which employees can achieve up to a further 10% of gross annual salary based on agreed targets, both personal and company based. The PRP year runs from 1 January to 31 December; employees must have achieved a minimum of six months’ service by 31 December in their first year of employment to be eligible for inclusion in the scheme.
Contract Type 

Fixed term - 13 September 2021 to 18 November 2022. 
Hours of Work
Standard hours of between 28 and 35 hours per week, dependent on candidate preference.
Place of Work 
Ordinarily the position is based at the UCLB’s offices in the Network Building, 97 Tottenham Court Road, London, W1T 4TP. UCLB staff are presently working remotely and therefore travel will not be required into the office until it reopens, which is planned for 1 October 2021. From this date UCLB will relocate to new offices at 90 Tottenham Court Road.

Flexible Working
UCLB operates hybrid working for this role. The IP Manager will be expected to work in the office for a minimum of two days per week with the remainder working from home in accordance with the terms of UCLB’s hybrid working policy. 
Pension
The post holder will be eligible to join the company’s pension scheme. The company operates two pension schemes - SAUL for new employees and USS for any employee joining within one month of leaving the USS scheme. 

Holidays

The leave year runs from 1 October to 30 September. The holiday entitlement is twenty five working days per annum, which may be taken with the approval of Director of Legal Affairs. There are also eight public holidays, and a further six days leave given to mirror the UCL closure days over Christmas and Easter.

Probation

The appointment is subject to receipt of satisfactory references and to a probationary period of three months.

Season Ticket Loans 

Season ticket loans are available to staff who have successfully completed their probationary period. The season ticket loans are processed via a monthly deduction from salary. 
Cycle Loan Scheme 
Cycle loans are available to staff to purchase a bike and associated accessories upon successful completion of probation.
Voluntary Healthcare Scheme

Members of staff at UCLB are able to access the voluntary healthcare schemes offered by UCL provided by AXA PPP and Edu Health. 
Professional Subscriptions

Should you be required to be a member of a professional body in connection within your role, UCLB is willing to pay the cost of the professional subscription/membership with the agreement of your line manager.

Other

UCLB operates a no smoking policy.
Staff members are expected to conduct themselves in a professional manner whilst in the work environment and should be well presented.


PERSON SPECIFICATION

This form lists the essential (E) and desirable (D) requirements necessary to fulfil the role. The competencies will be observed in one of the following ways: by application (A), by interview (I) or by test (T). Applicants will be shortlisted solely on the extent to which they meet these requirements.

Job Title:

IP Manager 
Department

Legal Affairs
	Competency 

	Qualifications
	· Suitable professional qualifications, preferably in IP management.
	A
	D

	
	· Appropriate and relevant first degree.


	A
	D

	Knowledge & Experience
	· Substantial experience of managing a large IP portfolio in academia or industry.


	A, I
	E

	
	· Experience using IP or technology transfer databases, e.g. Minuet.


	A, I
	E

	
	· Experience of searching, analysing and reporting on registered IP from a variety of sources.


	A, I T
	E

	
	· Experience of managing and executing formalities associated with securing and maintaining IP rights.


	A, I, T
	E

	
	· Detailed knowledge of the processes involved in securing and maintaining IP rights.


	A, I
	E

	
	· Detailed and up-to-date knowledge of the different types of IP and the rights they provide.


	A, I
	E

	
	· Experience of managing external service providers to ensure value for money.


	A,I
	D

	
	· Experience of creating and maintaining internal procedures to support IP management.
	A, I
	D

	
	· Able to demonstrate the ability to handle numerous projects simultaneously while also enjoying an energetic working environment.


	A, I
	D

	
	· Excellent IT skills (Microsoft word, Excel, PowerPoint, Web searching).


	A, I
	E

	
	· Experience and proven ability in preparing and presenting reports that are clear, concise, accurate and appropriate for a diverse audience verbally and in writing.


	A, I
	E

	
	· Ability and experience of handling a challenging role with confidence, demonstrating initiative, self-motivation and attention to detail.


	A, I
	E

	
	· Ability to demonstrate excellent organisation skills, being able to prioritise work and meet deadlines, and work independently without undue supervision.


	A, I
	E

	Communication
	· Personable and proactive with ability to demonstrate influencing skills with a wide range of stakeholders.


	A, I
	E

	
	· Excellent liaison skills with the ability to respond appropriately, confidently and sensitively in relation to academic and commercial partners/clients.


	A, I
	D

	
	· Strong interpersonal skills with an ability to communicate confidently, intelligently and effectively with staff at all levels of management.


	A, I
	E

	Teamwork & Motivation
	· Ability to work as part of a team.


	A, I
	E

	Other Requirements
	· Willingness to occasionally undertake business travel both within the UK and abroad. A flexible approach to tasks, travel and hours of work. 


	I
	D
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