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Research Panel Administration Coordinator  

Salary  £28,000 (full time equivalent)  

Location  Hybrid  with requirement to attend  occasional  in- person team 

meetings and training in our Taunton office  

Job type  Permanent, Full Time (37.5hrs per week)  

Start date  ASAP  

 
Do you p ride yourself on being organised and efficient?  Are you confident working in a fast 

paced  environment, juggling a variety of tasks?  

At TRP Research, we’re looking for someone who is keen to play a fundamental role in the set -
up and ongoing coordination  of a new Consumer Media Research P anel  contract. The 
successful candidate will play a key role in coordinating  project task s  and supporting the 
Project Manager and wider  Panel  Recruitment and Engagement team to ensure smooth 
operational delivery.  

This is a fast paced, varied role ideal for someone who excels at managing competing 
deadlines , building strong relationships and keeping complex workstreams moving.    

You’ll be responsible for:  

Project Support  

• Assist ing  the Project Manager with planning, scheduling, and coordinating activities 
related to setting up  and delivering  our new  Research Panel contract  

• Track ing  progress against project milestones and flag ging  emerging risks, issues  or 
delays  

• Coordinat ing  meetings, workshops, and engagement sessions with internal and 
external stakeholders  

Recruitment & Engagement Collaboration  

• Work ing  closely with the  Panel  Recruitment and Engagement team to organis e and 
deliver Panellist  recruitment activities, events, and communications  

• Support ing  data collection and reporting across the Panellist  Recruitment and 
Engagement workstreams  

Characteristics  

To be successful in this role you will be  able to : 

• Adapt  quickly to shifting priorities and emerging tasks  
• Proactively anticipat e needs and provid e timely support to keep workstreams running 

smoothly  
• Build strong working relationships with internal colleagues and external stakeholders  
• Uphold high standards of organisation, professionalism, and confidentiality  
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Skills and Experience  

We’re looking for someone who  is : 

• Highly organised, with strong attention to detail  
• A confident and  effective communicator  
• Experienced  at using digital tools (e.g . MS Office, project tracking systems)  
• Great at problem solving  with a can - do attitude and willingness to learn  
• Experienced  in project support  
 

Why TRP Research?  

Our in - house Development Scheme will help shape your career development 

within TRP Research and give you a tailored path towards progression.  

You will be entitled to 22.5 days of holiday plus UK bank holidays, increasing to a 

maximum of 27.5 with each year of service. We also offer holiday flexibility, 

allowing you to carry holiday from one Financial Year to another and purchase 

up to 10 extra holiday days.  

In addition to your statutory entitlement to family leave, we offer parents 6 

weeks of paid leave at 70% of their average weekly salary.  

On successful completion of a minimum 3 - month probation period you will also 

be entitled to join our Private Healthcare scheme which includes travel 

insurance and free eye tests, and a cash back allowance to help you pay for 

glasses, lenses and dental treatment.  

Our Bicycle and Tech Purchase schemes allow you to buy products via salary 

sacrifice in a tax efficient way over a twelve - month period. Payroll Giving allows 

you to make charitable donations.  

We recognise that you may prefer to split your working week between our 

offices and your home, and encourage everyone to engage in a discussion with 

their manager about their preferences  

 

How to apply  

To apply, please download an application form from our website and email your completed 

form  in English  to careers@trpresearch.com  The closing date for applications is Tuesday 21st 

April  2026. 

TRP Research Ltd is an equal opportunities employer.   
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