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Job Description

	Job title:
	Public Engagement Officer (ParticipatoryResearch@Bath)

	Department/School:
	Marketing

	Grade:
	6

	Location:
	University of Bath premises / hybrid working



	Job purpose

	To support the development and delivery of programmes and activities of the ParticipatoryResearch@Bath project by working collaboratively with new and existing community stakeholders and staff at the University of Bath. 
Managed by the Public Engagement Unit, the ParticipatoryResearch@Bath project aims to create and enhance the conditions for participatory approaches to research to flourish at the University of Bath
The Unit supports staff across all the University of Bath’s three Faculties (Design and Engineering, Humanities and Social Science and Science) and the School of Management, and at all career stages, to undertake meaningful public engagement. This work is delivered through a core programme that includes; awards, competitions, grant schemes, training and evaluation activities. In addition to this work, the Unit also leads on several externally funded cross-institution projects, ParticipatoryResearch@Bath, is the most recent of these projects. 



	Source and nature of management provided 

	Deputy Head of Public Engagement



	Staff management responsibility

	None



	Main duties and responsibilities 

	1
	Support the Project Manager (ParticipatoryResearch@Bath) and Head of Community Engagement in developing and delivering activities with and for communities

	2
	Working with the Head of Community Engagement to develop and maintain relationships with community groups from across Bath and North East Somerset

	3
	Support the ParticipatoryResearch@Bath Project Manager and Deputy Head of Public Engagement in planning and delivering a programme of activities including (but not limited to); grant schemes, training and evaluation activities 

	4
	Act as a public and community engagement adviser to the wider University community supporting activities that meaningfully involve people and public groups in research

	5
	Provide administrative support for the ParticipatoryResearch@Bath project e.g. booking rooms, updating briefing documents, liaising with the catering and audio-visual teams, sourcing travel/accommodation and updating, collating and printing materials

	6
	Develop and deliver a range of communication materials and channels for internal and external audiences

	7
	Collate, store, and analyse evaluation data for the ParticipatoryResearch@Bath Project

	
You will from time to time be required to undertake other duties of a similar nature as reasonably required by your line manager. You are required to follow all University policies and procedures at all times and take account of University guidance. 
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Person Specification
	Criteria
	Essential
	Desirable
	Assessed by

	Qualifications
	
	
	Application
	Interview
	Task

	Good level of general education; educated to A-level (or equivalent) or above
	X
	
	X
	
	

	Experience/Knowledge
	
	
	
	

	Engagement practice. Experience of working to develop and deliver activities with/for diverse communities in a wide range of different settings. This could include but not limited to public, community, stakeholder, and patient engagement
	X
	
	X
	X
	

	Event management. Significant experience of the end-to-end organisation, promotion and delivery of activities and events 
	X
	
	X
	X
	

	Professional development. Some experience of supporting the professional development of others
	X
	
	X
	X
	

	Digital platforms. Experience of working with a range of event management tools and platforms, such as CRM, databases, Mailchimp, Eventbrite, Microsoft Teams, Zoom
	X
	
	X
	
	

	Communications. Experience in writing and editing published content e.g. website, blog or newsletter
	X
	
	
	
	X

	Skills
	
	
	
	

	Organisational skills. Excellent organisational skills with experience of prioritising a varied workload and meeting deadlines using own initiative and with minimal supervision. 
	X
	
	
	
	X

	Administrative skills. Excellent administration skills with a high level of accuracy and attention to detail. 
	X
	
	X
	
	X

	Interpersonal skills. Good at building and managing relationships with a wide range of stakeholders external and internal to an organisation
	X
	
	
	X
	

	Communication skills. Ability to communicate confidently at all levels of the organisation in writing and verbally. 
	X
	
	
	X
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