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Job Description

	Job title:
	Access and Participation Data and Evaluation Officer

	Department/School:
	Student Recruitment and Admissions (SRA)

	Grade:
	6

	Location:
	University of Bath premises



	Job purpose

	Access and Participation activity is a key requirement of the University, as set out by the Office for Students (OfS) in order to ensure that students from all backgrounds can access Higher Education (HE), succeed during their studies and progress from the University into positive graduate outcomes. The University’s Access and Participation Plan (APP) outlines our institutional approach which, including key performance indicators (KPI’), targets and reporting requirements. 
You will be responsible for leading quantitative analysis of outreach, applicant, entrant and student lifecycle datasets linked to the University’s outreach, access and participation objectives. This will support monitoring of progress against APP targets and milestones and contribute to evidence-based decision making across the institution. Working closely with the Head of Impact and the APP Impact Managers, as well as with colleagues across academic and professional service departments, you will contribute to strengthening the University’s evaluation and research capability. You will extract, clean, model and analyse large datasets, develop dashboards and reports, and produce high quality visualisations to communicate insight clearly to a range of audiences. 
You will support teams across the University to develop and deliver a programme of evaluation, giving advice and guidance on both qualitative and quantitative methodologies and supporting them in the analysis of data. You will consolidate and analyse any findings, working with the Head of Impact to provide context and perspective, and disseminate them to appropriate internal and external audiences.   
Within your role you will use outreach, applicant, student and survey data to provide reports to the Heads of teams and/or Directors on internal and external commitments and targets, as well as developing materials to support understanding of applicant and admissions data linked to the APP for colleagues in academic departments and professional services teams. 



	Source and nature of management provided

	The post-holder is managed by the Head of Impact.



	Staff management responsibility

	None



	Special conditions

	There may be restrictions on the availability to take leave at peak times of year, specifically around key events the department is involved in.




	Main duties and responsibilities 

	1
	Extract, clean and analyse student lifecycle, outreach and survey datasets to produce high-quality reports and visualisations on progress towards APP targets and milestones using tools such as Excel, Power BI, Python and/or R.

	2
	Develop and maintain dashboards and reporting systems to monitor institutional performance against APP objectives.

	3
	Deliver information sessions and/or training to members of the Department and wider University advising on interpretation of APP student data, and methods to improve data collection, impact and evaluation of relevant student datasets. 

	4
	Prepare and disseminate data-driven insights to teams across the University to support monitoring, evaluation and performance improvement.

	4
	Respond to ad hoc data requests relating to access, participation, continuation, attainment and progression

	5
	Work with the APP Impact Manager (Evaluation) to deliver the University’s core APP research projects, undertaking robust quantitative analysis of large and complex datasets

	6
	Support colleagues across the University to design and implement evaluation plans for APP-related activity, providing guidance on data collection, methodology and analysis.

	7
	Consolidate evaluation findings and contribute to annual and interim APP reporting requirements.

	8
	Be a named contact for the Higher Education Access Tracker (HEAT) and take the lead on ensuring all relevant activities within the SRA are recorded and data is uploaded onto the HEAT database.

	9
	Undertake analysis of relevant datasets which can inform the interpretation, monitoring and evaluation of APP-funded work (for example attainment data, POLAR, IMD, NPD, OfS data, degree outcomes data). 

	10
	Continually update knowledge and understanding of sector-wide evaluation, admissions, recruitment and outreach issues to inform evaluation activity.

	Undertake other duties as requested and reasonably required by the line manager, Deputy Director of Widening Access and Participation or Director of Student Recruitment and Admissions where they are appropriate to the grade of the post





Person Specification

	Criteria:  Qualifications 

	Essential
	Desirable

	Educated to degree level or equivalent in quantitative discipline
	x
	



	Criteria:  Knowledge and Experience

	Essential
	Desirable

	Knowledge of current issues within higher education, especially those concerned with Access and Participation
	x
	

	Experience of undertaking quantitative research and advanced data analysis
	x
	

	Experience of using statistical software (e.g. R, SPSS, Stata, Python)
	x
	

	Experience of using data visualisation tools such as PowerBi
	x
	

	Experience of writing and presenting data insights for technical and non-technical audiences
	x
	

	Experience of interrogating large datasets to inform planning, monitoring and policy development
	x
	

	Experience of training or upskilling staff members, particularly in data analysis, management and governance topics
	
	

	Experience of supporting evaluation activity
	
	x

	Experience of working in a higher education environment
	
	x



	Criteria: Skills and Attributes

	Essential
	Desirable

	Ability to collect, clean and analyse large quantitative and qualitative datasets
	x
	

	Highly numerate with strong analytical capability
	x
	

	Ability to communicate complex data clearly and professionally to varied audiences
	x
	

	Excellent written and verbal communication skills
	x
	

	Strong interpersonal skills and ability to build effective working relationships across all levels of the organisation
	x
	

	Strong IT skills, particularly advanced Excel and reporting tools
	x
	

	Ability to work effectively in a team and independently
	x
	

	Adaptable and able manage competing priorities in a fast paced environment 
	x
	

	Strong organisational skills and ability to prioritise effectively
	x
	

	Ability to take initiative and be proactive
	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.



image1.jpeg
vvvvvvvvvvvv




