
 

Job Description 
 

Job Title Research Events and Content Officer  

Department/School: School of Management 

Grade: 6 

Location: Claverton Down Campus 

 

Job purpose 

 
To take responsibility for promoting the research carried out in the School of 
Management, and particularly that of our research centres.  The role will work 
closely with the Director of the Centre for Business, Organisations and Society 
(CBOS), which is the School’s largest research centre.   
 
The role will include impact and public engagement support to research staff within 
the research centres, and will work closely with all of our research centre directors. It 
will involve supporting events in both Bath and our London Pall Mall Office.  
Occasional international travel may also be required to support our research 
conference activities.  This role will also involve the writing of case studies, web 
content and promotional material. We also expect this role to work on alternative 
ways of research promotion, including videos, podcasts etc. 
 
This role will be first point of contact for key external research stakeholders, 
including Visiting Academics, and guest speakers. We also expect this person to 
contribute to our Research Excellence Framework 2021 preparations. 
 
The post will work across two teams: the Research Office and the Web Team.  
 
Under the Research Office the post will take forward the School research strategy, 
organising events, and working with academics to promote their research.   
 
Under the Web Team, the role will work on our research and faculty webpages, as 
well as our research centre webpages, creating research focussed content. The post 
holder will also take responsibility for editing and curating the School’s research 
blog. 
 
We are looking for someone proactive, who will help drive forward our ambitious 
research strategy within the school.  Because of the large variety of stakeholders 
you will be engaging with, being confident working with multiple people is essential. 
The post holder will need to have excellent organisational skills, demonstrate a good 
use of initiative and have the ability to multi-task and prioritise. They will also need to 
have experience writing for the web, and an understanding of what makes effective, 
user-focused digital content.  
 

 

Reports to: 

 
This role will sit predominantly within the Research Team and so overarching line 
management will come from the Research Manager.  However, the Web Content 
Editor will be managing all online content 
 

 

Staff management responsibility 

 
None 
 



 

 

Main duties and responsibilities  
 

1 To work with the Research Manager to take forward the School Research 
Strategy 
 

2 To work with the Web Content Editor and researchers to source, create and 
publish research case studies 
 

3 Co-ordinate CBOS and other Research Centre research activities. 
 

4 To act as the first point of contact for external research stakeholders and 
deal with enquiries in a professional and timely manner.  
 

5 To work closely with the Research Office, Research Centre Directors and 
Web Team to ensure the visibility of research.  
 

6 To develop an understanding of the needs of our websites’ users and use 
this to inform content decisions.  
 

7 To edit and reformat legacy and newly-created web copy to conform to web 
writing best practices, so that it can be easily understood and acted on. 
 

8 Create and maintain good relationships with content owners and creators. 
 

9 Editorship of our School research blog, including sourcing, editing, 
scheduling and occasionally writing posts. 
 

10 Working with key teams across the school and university, including but not 
limited to the marketing team, press and communications team, events 
teams. 
 

11 To ensure that all tasks relating to data collection and storage are carried 
out according to the relevant guidelines and regulations for each funder and 
in line with University policy.  
 

13 To support Research Centre Directors in developing and maintaining an 
active social media presence. 

 
Special conditions  

 
N/A 
 

 

Career and Professional Development Activities 

 
N/A 
 



 

Person Specification 
 

Criteria Essential Desirable 

Qualifications   

First degree (or equivalent experience) in a relevant subject √  

Experience/Knowledge   

Previous experience in an administrative support role.   √  

Effective project management skills  √  

Effective skills in data management and storage using a 
variety of software programmes 

 √ 

Experience of working collaboratively with a number of 
partners.  

√  

Experience of successfully developing and implementing 
systems and processes 

√  

Experience in event planning and management.  √  

Demonstrable experience of developing content for digital 
channels (e.g. website, social media, email)  

√  

Experience of writing for the web √  

Experience of using a Content Management System (CMS) 
to write/publish digital content 

√  

Experience communicating complex information in clear, non-
specialist language to different audiences (preferably 
research and/or scientific ideas) 

√  

Experience of working within an academic environment  √ 

Skills   

Excellent IT skills with high level of competence of MS Office 
products  

√  

Excellent verbal, interpersonal and written communication 
skills, including the ability to produce digital content and news 
stories.  

√  

Excellent organisational and time management skills  √  

Ability to deal sensitively and tactfully with data, including 
managing conversations about sensitive research issues.  

√  

Ability to absorb and process large quantities of information 
across a number of independent projects. 

√  

Ability to use web analytics tools (e.g. Google Analytics)  √ 

Demonstrable understanding of web usability and best 
practice 

√  

Demonstrable understanding of web accessibility and best 
practice 

√  

Ability to work to style guidelines and follow editorial 
procedures. 

√  

Attributes    

Capacity for independent working and using initiative, as well 
as the ability to contribute as an active member of the team 
within each project and the wider Department.  

√  

Strong attention to detail  √  

Competent, conscientious and motivated with a methodical 
approach to work 

√  

Ability to prioritise workload and manage competing 
deadlines and demands.  

√  

A pro-active and flexible working approach √  

 

  



 

Effective Behaviours Framework 
 
The University has identified a set of effective behaviours which we value and have found 
to be consistent with high performance across the organisation. Part of the selection process 
for this post will be to assess whether candidates have demonstrably exhibited these 
behaviours previously.  
 

Managing self and personal skills: 
Willing and able to assess and apply own skills, abilities and experience.  Being aware of 
own behaviour and how it impacts on others. 
   

Delivering excellent service: 
Providing the best quality service to all students and staff and to external customers e.g. 
clients, suppliers. Building genuine and open long-term relationships in order to drive up 
service standards. 
   

Finding innovative solutions: 
Taking a holistic view and working enthusiastically and with creativity to analyse problems 
and develop innovative and workable solutions.  Identifying opportunities for innovation. 
   

Embracing change: 
Adjusting to unfamiliar situations, demands and changing roles.  Seeing change as an 
opportunity and being receptive to new ideas. 
  

Using resources: 
Making effective use of available resources including people, information, networks and 
budgets.  Being aware of the financial and commercial aspects of the University. 
 

Engaging with the big picture: 
Seeing the work that you do in the context of the bigger picture e.g. in the context of what 
the University/other departments are striving to achieve and taking a long-term view.  
Communicating vision clearly and enthusiastically to inspire and motivate others. 
   

Developing self and others: 
Showing commitment to own development and supporting and encouraging others to 
develop their knowledge, skills and behaviours to enable them to reach their full potential 
for the wider benefit of the University. 
   

Working with people: 
Working co-operatively with others in order to achieve objectives.  Demonstrating a 
commitment to diversity and applying a wider range of interpersonal skills.  
   

Achieving results: 
Planning and organising workloads to ensure that deadlines are met within resource 
constraints.  Consistently meeting objectives and success criteria. 
   

 


