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Job Description

	Job title:
	Access and Participation Impact Officer (Projects)

	Department/School:
	Student Recruitment and Admissions

	Grade:
	6

	Location:
	University of Bath premises



	Job purpose

	
The University is committed to ensuring students from all backgrounds can access higher education, succeed in their studies, and progress into meaningful employment. This post supports the delivery of key commitments outlined in the University’s Access and Participation Plan (APP).

The Access and Participation Impact Officer (Projects) will assist in the delivery, coordination, and oversight of specific research and evaluation projects across the student lifecycle. Reporting to the Access and Participation Impact Manager (Projects), the postholder will focus on delivering high-quality evaluations and ensuring findings contribute to evidence-based decision-making within the institution.

This role requires excellent organisational, research, and analytical skills, as well as the ability to collaborate with colleagues across the University.




	Source and nature of management provided 

	
Access and Participation Impact Manager (Projects) 




	Staff management responsibility

	
None




	Special conditions 

	
The successful candidate will be required to undergo an Enhanced Disclosure and Barring Service (DBS) check.

Some restrictions on annual leave may apply during peak periods, particularly around key APP events and reporting deadlines.




	Main duties and responsibilities 

	1
	Project Support and Delivery
· Deliver and coordinate specific evaluation projects, primarily focused on activities outlined in the APP.
· Assist in designing and implementing research methodologies, including both qualitative and quantitative approaches.
· Collect, manage, and analyse datasets, ensuring accuracy and adherence to ethical standards.
· Support the preparation of project documentation, including research plans, ethical approvals, and timelines.
· Contribute to the delivery of robust evaluation frameworks for outreach and on-course initiatives


	2
	Data Analysis and Reporting
· Analyse data to evaluate the impact of institutional interventions, producing summaries and reports for internal and external audiences.
· Prepare written reports, presentations, and visualisations to effectively communicate research findings to stakeholders.
· Support the submission of findings to sector bodies, including TASO, where appropriate.


	3
	Collaboration and Stakeholder Engagement
· Work collaboratively with academic departments, professional services teams, and external partners to deliver projects effectively.
· Build strong relationships with internal stakeholders to ensure shared understanding and alignment on project objectives.
· Maintain awareness of sector-wide developments in access and participation, sharing relevant updates with colleagues.


	4
	General Responsibilities
· Provide administrative support for the management of evaluation projects, including maintaining accurate records and tracking progress.
· Assist in the development of case studies and examples of best practice to inform institutional strategy.


	
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:  Qualifications and Training
	Essential
	Desirable

	Educated to degree level or equivalent.
	X
	

	Qualification in social sciences, education, or a related field.
	
	X



	Criteria:  Knowledge and Experience
	Essential
	Desirable

	Understanding of access, participation, and student success issues in higher education.
	X
	

	Experience collecting, managing, and analysing qualitative and/or quantitative data
	X
	

	Experience delivering evaluation or research projects
	X
	

	Familiarity with producing written reports and presenting findings.
	X
	

	Experience working in an educational or research environment
	
	X

	Knowledge of ethical approval processes for research projects
	
	X



	Criteria: Skills and Aptitudes
	Essential
	Desirable

	Strong organisational skills with the ability to manage multiple tasks and priorities effectively.
	X
	

	Ability to collect and analyse data using tools such as Excel, SPSS, or NVivo.
	X
	

	Excellent written and verbal communication skills.
	X
	

	Strong interpersonal skills, with the ability to work collaboratively with colleagues across and beyond the University.
	X
	

	Ability to take initiative and work independently with minimal supervision.
	X
	

	Experience developing visualisations or infographics to present data.
	
	X






	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.
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