
 

 
 

WE ARE LOOKING FOR... 

Strategic Support, Knowledge and Quality Management 
Technician  

 

 

 

 

What do we offer? 
Department Technical Secretary 

Type of contract Indefinite with 6 months proba�on period 

Beginning Immediate 

Day 37.5 hours – Full-�me 

Category Administra�ve technician 

Remunera�on To be determined based on experience and worth 

 

The Ins�tute 
The Ins�tute for Biomedical Research of Lleida, Dr. Pifarré Founda�on (IRBLleida) was created 

with the aim of crea�ng synergies between basic, clinical and epidemiological research, making 

biomedical research a key driver to improve current clinical prac�ce. IRBLleida covers a chain of 

transla�onal research, from basic research, aimed at understanding the physiological and 

pathological mechanisms of the human body, to research that studies the behaviour of diseases 

in large popula�on groups. 

IRBLleida was founded in 2004 through a collabora�on agreement between the University of 

Lleida (UdL) and the Catalan health system. IRBLleida is part of research groups from the 

Facul�es of Medicine and Nursing and Physiotherapy of the FGSHSCSP. On the other hand, we 

incorporate research groups of: 

1. The Catalan Ins�tute of Health (ICS both in the hospital se�ng (Arnau de Vilanova University 

Hospital-WOW) and primary care in Lleida and of the Upper Pyrenees-Aran Health Region. 

https://ics.gencat.cat/ca/inici/
http://www.icslleida.cat/hospital/
http://www.icslleida.cat/primaria/
http://www.icslleida.cat/pirineu


 

 
 
2. The healthcare provider Healthcare Services Management (GSS); Santa Maria University 

Hospital-HUSM, El Pallars Regional Hospital i Mental health, among others). 

 

IRBLleida has been a CERCA ins�tute since 2013, and therefore it is 

organised according to a model of good governance and opera�on that 

guarantees efficiency, flexibility in management, recruitment and promo�on of talent, strategic 

planning and execu�ve capacity.  

In addi�on, it is one of the 34 Health Research Ins�tutes (IIS) Spaniards 

recognized by the Carlos III Health Ins�tute and the Government of the 

Generalitat, as established by Law 16/2003, of 28 May, on the cohesion and quality of the 

na�onal health system. 

In December 2014, the Ins�tute for Biomedical Research of Lleida received the 

recogni�on 'HR Excellence in Research' of the European Commission. This is a 

recogni�on of the Ins�tute's commitment to developing a human resources 

strategy for researchers, designed to align prac�ces and procedures with the principles of the 

European Charter for Researchers and the Code of Conduct for the recruitment of researchers 

(Charter and Code). 

 

Check out our Recruitment Policy. 

 

  

https://www.gss.cat/
https://www.gss.cat/es
https://www.gss.cat/es
https://www.gss.cat/es/hospital-comarcal-del-pallars
https://www.gss.cat/ca/atencio_salut_mental
https://www.isciii.es/QueHacemos/Financiacion/IIS/PublishingImages/Paginas/IIS-Acreditados/DISTRIBUCI%C3%93N%20GEOGR%C3%81FICA%20IIS.pdf
https://www.isciii.es/Paginas/Inicio.aspx
mailto:https://www.irblleida.org/en/about-us/hr-excellence-in-research/
mailto:https://euraxess.ec.europa.eu/jobs/charter/european-charter
mailto:https://euraxess.ec.europa.eu/jobs/charter/code
mailto:https://www.irblleida.org/media/upload/arxius/ABOUT_US/HREXCELLENCE/PNT-005%20Pol%C3%ADtica%20reclutament%20OTMr_CAT.pdf


 

 
 

Professional profile of the person hired 
Technical  Secretary Technician  

 

Essen�al requirements (those candidatures that do not meet 
this point will be excluded) 

• University Studies / Bachelor's Degree or equivalent 

• Catalan and Spanish advanced level 

 

These requirements must be met at the beginning of the contract. 

 

Tasks to be carried out 

The selected person will have their job in the  IRBLleida Management Office, and their func�ons 

will include the following: 

- Support to the Director of the Ins�tute 

o Ac�ve collabora�on with the Management in the processes of different accredita�ons 

of the Ins�tute: CERCA, Carlos III Health Ins�tute and HRS4R, among others. 

o Support in the prepara�on of management team mee�ngs (including the Internal 

Scien�fic Commitee, External Scien�fic Commitee, Execu�ve Commitee and Board 

of Trustees), and ins�tu�onal events (including the annual symposium and the  

IRBLleida 'Faculty Retreat').  

o Par�cipa�on in the design, implementa�on and monitoring of the centre's strategic 

planning, including the following plans: Five-year strategic plan of the Ins�tute, 

Innova�on, Scien�fic-technical Services, Equality, Human Resources (HRS4R), Open 

Science and interna�onalisa�on, among others.  

 

- Knowledge management  

o Coordina�on of the prepara�on and submission of indicators requested by different 



 

 
 

en��es. 

o Collabora�on in the study and establishment of criteria for the recording of data in 

the computer system to obtain these indicators. 

o Design of facilita�ng tools for obtaining indicators and decision-making, such as 

Fundanet and Power BI. 

- Quality Policy 

o Ac�ve member and promoter of the Quality Commission of the Ins�tute. 

o Maintenance of the ins�tute's quality accredita�on (ISO 9001:2015) 

o Review of the different documents of the Ins�tute's Quality Plan: Process Map, 

Process Sheets, Quality Policy. 

o Registra�on and monitoring of non-conformi�es. 

o Sending of the different quality surveys defined in the Quality Plan. 

o Prepara�on of the Ins�tute's annual quality report. 

- Resolve all possible issues within their scope of responsibility, and propose alterna�ves to 

resolve issues that exceed their decision-making scope. 

- Any other task assigned to you within your area and technical prepara�on. 

 

Desirable requirements 
Knowledge 

 Academic qualifica�ons in the scien�fic field 

 To be in possession of a PhD 

 Demonstrable high level in English 

 Demonstrable high level of Excel and data management 

 Knowledge of design methodologies and project management 

 Training in con�nuous improvement processes 

 Knowledge of the environment of a research ins�tu�on 

 
 



 

 
 
Experience 

 Previous experience in a technical secretarial posi�on 

 Experience in con�nuous improvement processes 

 Experience in design and project management 

 

Competences 

 Teamwork  and individual skills 

 Ability to self-manage  and organize  

 

Characteris�cs of the contract 
 Indefinite contract with a 6-month proba�onary period. 

 Immediate start. 

 Full-�me (37.5 hours per week). 

 Remunera�on to be determined, according to the category indicated in our salary tables, 

according to the experience and value of the selected person. 

  

 

 

 

 

 

 

  

Senior Technician €28,503.90  

Technician €25,336.80  

Junior Technician €22,169.70  



 

 
 

Why work at IRBLleida? 
We offer a highly s�mula�ng environment with state-of-the-art infrastructure.  

We offer complementary training for all profiles. To view our training and 

development por�olio, please visit our website in the forma�on. 

We offer and promote a diverse and inclusive environment and welcome applicants 

regardless of age, disability, gender, na�onality, race, religion, or sexual orienta�on. 

Work-life balance and the possibility of benefi�ng from flexible working hours. In 

addi�on, as a result of different company agreements, the following improvements 

are recognized: 

• Paid leave to go to the doctor for reasons of one's own health. 

• Paid leave to accompany a first-degree rela�ve under 18 years of age, over 70 

years of age or with a first-degree disability to the doctor. 

• Holidays that coincide with Saturday or Sunday are moved to the Monday 

immediately following. 

• A special 6-hour working day is established on Holy Thursday, April 23, June 23, 

December 24, December 31 and January 5. 

 

Documenta�on and submission deadline 
Applica�ons must be accompanied by: 

• Cover leter 

• Curriculum Vitae 

 

The deadline for submission will end on March 31st, 2025 at 2:00 p.m. 

 

mailto:https://www.irblleida.org/ca/formacio/


 

 
 
Interested people can apply for the offer by filling out the form and sending your CV and cover 

leter, indica�ng the name of the offer to which you are applying and the reference 012-25. 

Selec�on calendar for the reference process 012-25 

Minimum 15 days 

Publica�on and dissemina�on of the offer: IRBLleida 

website, Euraxess (by Research staff), "REGIC" portal, 

social networks, other employment websites 

depending on the posi�on offered. 

Maximum 2 working days following Sending CVs to the Selec�on Commitee 

Maximum 5 working days 

Holding of the Selec�on Commitee 

- Interview with pre-selected candidates 

- Assessment and Award Record of the Selec�on 

Commitee 

Maximum 5 working days 
Carrying out the necessary administra�ve procedures 

to formalise the employment contract 

Approximate start of the contract Immediate 

Express Selec�on Process 

In those cases in which a worker has to be replaced urgently, for example, to cover a sick leave, 

because for scien�fic reasons the incorpora�on has to take place on a specific day, because it 

is provided for in a resolu�on, etc., an express selec�on procedure may be followed. 

This selec�on process will follow the same procedure as the ordinary one, but the dura�on of 

all the phases of the process will be reduced, mainly the phase of publica�on of the job offer 

and submission of applica�ons and the phase of evalua�on and selec�on of personnel. 

 

https://www.irblleida.org/ca/job-application/


 

 
 

Regula�on and norma�ve principles 
Recruitment will be carried out in accordance with the provisions  of Ar�cle 15 of Royal 

Legisla�ve Decree 1/1995, of 24 March, which approves the text of the Workers' Statute Law, 

in accordance with the provisions  of Ar�cle 2 of Royal Decree 2720/98, of 18 December (B.O.E. 

of 8 January 1999).  Law 12/2001, of 9 July (B.O.E. of 10 July) and related provisions.  

The principle of equality between men and women is taken into account, in accordance with 

Organic Law 3/2007, of 22 March, for the effec�ve equality of women and men. The IRBLleida 

has a Equal opportuni�es plan for men and women and a Protocol for the preven�on and 

eradica�on of sexual harassment. 

It takes into account the right to equal opportuni�es and treatment, as well as the real and 

effec�ve exercise of rights by people with disabili�es on equal terms with other ci�zens, through 

the promo�on of personal autonomy, universal accessibility, access to jobs,   inclusion in the 

community and independent living and the eradica�on of any form of discrimina�on, in 

accordance with ar�cles 9.2, 10, 14 and 49 of the Spanish Cons�tu�on and the Interna�onal 

Conven�on on the Rights of Persons with Disabili�es and the interna�onal trea�es and 

agreements ra�fied by Spain, in accordance with the provisions of Royal Legisla�ve Decree 

1/2013,   of 29 November. 

  

IRBLleida is commited to the principles of merit-based recruitment and transparency 

(OTM-R) in accordance with the HRS4R seal requirements 

 

https://www.irblleida.org/media/upload/arxius/TRANSPARENCIA/Equality_Plan/Pla_Igualtat%20IRBLleida-1.pdf
https://www.irblleida.org/media/upload/arxius/TRANSPARENCIA/Equality_Plan/ProtocoloAcoso_IRBLleida_esp.pdf
https://www.irblleida.org/media/upload/arxius/TRANSPARENCIA/Equality_Plan/ProtocoloAcoso_IRBLleida_esp.pdf


 

 
 

ANNEX I. MEMBERS OF THE SELECTION COMMITTEE 

President Dr. Diego Arango, Scien�fic Director  

Vocals 
Dr. Joan Sayos, Deputy Chief Scien�fic Officer 

Ms. Eva Lopez, Manager 

Secretary Ms. Elena Moscatel, Head of the People and Legal Department 

 

  



 

 
 

ANNEX II. MERIT SCALE 

Academic curriculum and complementary training 50 points 

• Knowledge of design methodologies and project management 15 points 

• Training in con�nuous improvement processes 10 points 

• Demonstrable high level in English 10 points 

• Academic qualifica�ons in the scien�fic field 5 points 

• To be in possession of a doctoral degree 5 points 

• Knowledge of the environment of a research ins�tu�on 5 points 

Accredited professional experience 30 points 

•  Previous experience in a technical secretarial posi�on 10 points 

•  Experience in con�nuous improvement processes 10 points 

•  Experience in design and project management 10 points 

Competency test or interview 20 points 

•  Criteria subject to value judgment will be assessed according to the 

interview conducted 

20 points 

Top score 100 points 

 

Applica�ons that do not exceed 50% of the maximum score will be rejected 

 

 

 

 

  



 

 
 

Data protection information clause 
 

Data controller 
 
Identity: INSTITUTE OF BIOMEDICAL RESEARCH OF LLEIDA 
CIF: G25314394 
Postal address: Av. Alcalde Rovira Roure nº80, 25198, Lleida 
Email: protecciodedades@irblleida.cat  
  
Purpose of data processing and storage 
At THE INSTITUTE FOR BIOMEDICAL RESEARCH OF LLEIDA (hereinafter referred to as 
IRBLLEIDA) we process the information that you provide us as a data subject, in order to manage 
the processing of your curriculum and candidacy. 
  
The data obtained will be kept for a period of up to 12 months, to cover future applications if 
they are not updated before or until there is opposition to their processing by the interested 
party. 
  
Legitimacy for data processing 
The legal basis for the processing of your data is the consent of the interested party when 
contacting THE INSTITUTE FOR BIOMEDICAL RESEARCH OF LLEIDA. 
  
Recipients of your data 
Your data will be communicated to third parties and collaborators related to the organization. 
Apart from these entities, your data will not be communicated to third parties. 
   
Rights of data subjects 
The data subjects processed by IRBLLEIDA, They have the right at any time to access their data, 
rectify them, oppose their processing or delete them if they believe that they are no longer 
necessary for the purposes for which they were collected. In addition, if you wish, you may 
request the portability of your data and limitation of the processing of the same. In the latter 
case, we will only keep them for the exercise or defence of claims. You may also revoke the 
consent given at any time. 
  
To exercise these rights, you may contact IRBLLEIDA via email protecciodedades@irblleida.cat. 
Likewise, if you consider that your rights have been violated, you may file a complaint with the 
Catalan Data Protection Authority.  

mailto:protecciodedades@irblleida.cat
mailto:protecciodedades@irblleida.cat

