RDM Website redevelopment: research profile guidelines
Writing your profile – guidelines for administrative staff  
The primary audience for your profile will be researchers (internal and external) and support staff within the University. You should aim to communicate your role within RDM and how you support the work of your division and the department.
Writing style:
Remember that people tend to skim read web pages and are looking for key pieces of information. To help people find this information:
· Be concise (your summary and biography should come to no more than 400 words)
· Break up your text into short paragraphs and consider sub-headings and bullet points to highlight key information.
· Write in the first person as this is more engaging for the reader
· Write in the active voice rather than passive voice. For example: ‘I process expenses for all staff and students working in the division’, rather than, ‘Expenses are processed for all staff and students in the division.’
· Avoid jargon. Always define any acronyms you use.
What to include:
· Start with your overall job role. For example, ‘I manage grant applications within the XXX division’ or ‘I am the personal assistant for XX PI’
· Then go on to include specific responsibilities, such as ‘I prepare X5 costings for all grants submitted by the department. I also manage the post-award grant processes.’
· What can people come to you for help and support for? For instance, if you are the go to person for advice on recruitment in your division, say so!
· Include any committees you are part of, or responsibilities that fall outside your day-to-day job. For instance, are you a mentor and would you like to include that on your page?
· Include a short biography to illustrate career path to date
Examples:
These are examples of profiles from other departments, to illustrate what others have done.

Administration https://www.dpag.ox.ac.uk/team/tania-boyt
Personnel https://www.ndorms.ox.ac.uk/team/joanna-czekajska
Purchasing https://www.ndorms.ox.ac.uk/team/sasha-dahl
Grants https://www.ndorms.ox.ac.uk/team/martin-holt
Personal Assistant https://www.ndorms.ox.ac.uk/team/joasia-hewanicka

Other information:
In addition to text, you can also add any college affiliations you may have, collaborators (internal and external), videos and funders. 

Please follow the online guide provided by the web developers to learn how to edit your profile. Please contact website@rdm.ox.ac.uk if you have any problems. 
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