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	Post Details
	Last Updated:      2/8/2022 

	Faculty/Administrative/Service Department:
	Strategic Planning

	Job Title:
	Widening Participation (WP) Research and Evaluation Graduate Intern

	Job Family & Job Level
	Professional Services
	2b

	Responsible to:
	 Research and Evaluation Manager

	Responsible for:
	n/a

	 Job Purpose Statement 
The Research and Evaluation Graduate Intern will support and contribute to the research and evaluation of the access and participation activity that is central to the University of Surrey’s Access and Participation Plan. This role is key in providing robust evaluation and research to inform the University’s approach to supporting underrepresented and disadvantaged students. They will analyse and interpret results of both qualitative and quantitative data and prepare reports for relevant stakeholders as well as contributing to the preparation of papers for conference submissions as required.  

	Key Responsibilities

	1. Carry out research and evaluation of the University’s Access and Participation activity in line with the University’s Evaluation Strategy collecting and analysing both qualitative and quantitative data.
2. Collate and input data generated from events and activities for monitoring and tracking and reporting to internal stakeholders and colleagues. 
3. Input data into the Higher Education Access Tracker (HEAT) and report on progression trends to ensure outreach activity is evidence based.
4. Collaborate with colleagues in WPO and across the University to provide evaluation and research support on the impact of activities.
5. Contribute to the research and evaluation of WPO’s Free School Meal Attainment programme and analyse and interpret results in preparation for reporting.

6. Support the WP Research and Evaluation Manager to ensure compliance with data protection policies and ethical procedures and correct use of data as set by the University of Surrey. 
N.B. The above list is not exhaustive.

	All staff are expected to:
· Positively support equality of opportunity and equity of treatment to colleagues and students in accordance with the University of Surrey Equal Opportunities Policy.

· Work to achieve the aims of our Environmental Policy and promote awareness to colleagues and students. 
· Follow University/departmental policies and working practices in ensuring that no breaches of information security result from their actions.

· Ensure they are aware of and abide by all relevant University Regulations and Policies relevant to the role.

· Undertake such other duties within the scope of the post as may be requested by your Manager.

· Work supportively with colleagues, operating in a collegiate manner at all times.
Help maintain a safe working environment by:

· Attending training in Health and Safety requirements as necessary, both on appointment and as changes in duties and techniques demand.
· Following local codes of safe working practices and the University of Surrey Health and Safety Policy.


	Elements of the Role

	Planning and Organising
· The postholder will support internal and external activities/events, collating and recording relevant information/documentation as requested to ensure activities are administered effectively.
· Arrange allocated activities within daily routine to ensure work is completed to time and/or an appropriate standard.
· Plan and prioritise own work activities, setting short-term targets, responding to manager/team/department requirements in addition to own responsibilities in order to ensure operational efficiency.

	Problem Solving and Decision Making 
· The postholder is likely to encounter situations requiring solutions arrived at through things leant or previously experienced, with some latitude to consider variations.
· The resolution of problems demands the selection and application of a well-defined process.
· Managerial approval required to alter actions to an established sequence any significant degree.
· Latitude to interpret past precedents and apply judgement to determine appropriate course of action, where the postholder experiences more unusual queries or issues where there is no formal guidance.
· Guidance and supervision are available if required to provide input on unusual or one-off issues.

	Continuous Improvement 

· Ability to suggest minor improvements to working processes/systems, implementation may occur at a higher level or be overseen.
· Work with manager and/or more experienced colleagues to discover and develop abilities and competence through learning and/or exposure to a range of activities.
· Work with customers/clients or colleagues to determine (within broad objectives) how services should be delivered. 



	Accountability 

· For ensuring their own wellbeing, through compliance with standard procedures, including those governing Health and Safety.

	Dimensions of the role 
· The post holder does not have any budgetary or supervisory responsibility.


	Supplementary information

· The postholder will be welcomed onto a wrap-around career development programme, which will be delivered by Learning & Development in collaboration with Employability and Careers. The programme will consist of monthly seminars to help participants develop their mindset, build commercial awareness, workplace skills and network with their peers.

· Departments will be expected to allow participants time to attend the above programme.

	Qualifications and Professional Memberships
	Essential/
Desirable

	Vocational qualifications plus several years relevant work experience.

Or:

Learning gained through work experience of a number of years. Will include short courses and other formal training.

	E


	Technical Competencies (Experience and Knowledge) This section contains the level of competency required to carry out the role (please refer to the competency framework for clarification where needed and the Job Families Booklet).
	Essential/
Desirable
	Level
1-3

	Competent IT skills and technical capability with familiarity of Microsoft Office, Teams, use of internet and databases and use of Excel
	E
	2

	Knowledge and understanding of research techniques and methods 
	E
	2

	Numeracy and literacy with potential for further study where appropriate.
	E
	2

	Attention to detail, accuracy and ability to prioritise tasks within a broader routine.
	E
	2

	Ability to convey facts and information to colleagues, stakeholders and clients, both verbally and in writing.
	E
	2

	Basic awareness of activities of the University
	D
	n/a

	Special Requirements: 
	Essential/

desirable

	Must be willing to undertake a DBS disclosure check.  Satisfactory clearance is a prerequisite for this role.
	E

	May require flexibility in hours worked.
	E

	Undergraduate degree obtained within the past year
	E


	Core Competencies This section contains the level of competency required to carry out this role.  (Please refer to the competency framework for clarification where needed). N/A (not applicable) should be placed, where the competency is not a requirement of the grade.
	Level
1-3

	Communication
Adaptability / Flexibility

Customer/Client service and support

Planning and Organising

Continuous Improvement

Problem Solving and Decision-Making Skills

Managing and Developing Performance
Creative and Analytical Thinking

Influencing, Persuasion and Negotiation Skills

Strategic Thinking & Leadership


	2

2

2

2

1

1

n/a

n/a

n/a

n/a

	Organisational/Departmental Information & Key Relationships

	The Research and Evaluation Team is managed by the Research and Evaluation Manager and is part of Strategic Planning under the management of the Head of Market Insight and Data.  
Internally, the Research and Evaluation Team work closely with Strategic Planning, the WPO team and colleagues across the University to ensure delivery of the Evaluation Strategy for the Access and Participation Plan.  The Plan commits to support underrepresented or disadvantaged students by removing barriers to entry from students in Higher Education and support their Access, Success at University, and their Progression to graduate jobs or further study.

The post holder will be located within the Strategic Planning Department, reporting to the WP Research and Evaluation Manager, who will oversee their KPIs and set their objectives in line with the objectives of the Access and Participation Plan and Success and Progression priorities as regulated by the OfS.

Under the guidance of the Research and Evaluation Manager the post holder will work closely with the WP outreach team and other departments across the University. 
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	Relationships 
Internal
· Strategic Planning team
· Widening Participation and Outreach Department (WPO)
· Student Success Team
· Employability and Careers

· Disability and Neurodiversity

· Money Support team

· Academic Skills and Development

· Wellbeing and Welfare

· Academic departments

External

· Colleagues responsible for the Higher Education Access Tracker (HEAT)

· Professional networks related to widening participation



