[image: ][image: ] 
[image: ]
	Role
	EDI Officer

	Standardised Job description code
	GENHR-08
	Grade
	7

	Role Purpose

	Responsible for designing, delivering and communicating initiatives designed to promote EDI in the department and for other EDI activities such as servicing committees and being a point of contact for staff and students.

	Grade Descriptors

	[high level core purpose commensurate with grade descriptor] =not to be edited


	· A professional working in a specialist area

	· Plans and coordinates budgets and resources, and follows up actions for events and projects, as appropriate

	· Demonstrates extensive expertise and proficiency

	· Conducts comprehensive analysis and research, interpreting complex data to inform strategic decision-making

	· Prepares detailed reports and communicates insights effectively to stakeholders, offering insights and recommendations to enable decision-making to committees

	· Cultivates strong relationships with stakeholders both internally and externally, fostering collaboration and synergy to achieve common objectives


	CORE RESPONSIBILITIES [high level work which applies to multiple employees] 

	Guidance on what can be changed can be found in the Toolkit for Managers & HR
Changes to core responsibilities must be checked and verified at local HR level to ensure edits are appropriate and remain within grade descriptor boundaries described above

	· [bookmark: _Hlk187825959]Lead the design, delivery, and evaluation of EDI initiatives and projects that align with departmental and divisional priorities, promoting a positive and inclusive culture across staff and students.

	· Provide specialist advice and strategic input to support the development and implementation of departmental EDI action plans, drawing on best practice from within and beyond the University.

	· Act as the primary point of contact for EDI matters within the department, providing advice, guidance, and signposting for staff and students.

	· Ensure effective internal communication of EDI initiatives and achievements through newsletters, events, digital content, and other appropriate channels.

	· Organise and deliver events, seminars, and training sessions to promote awareness, understanding, and engagement with EDI principles.

	· Service and contribute actively to departmental EDI Committees, preparing agendas, papers, and progress reports, and working closely with the Committee Chair to identify priorities and actions.

	· Maintain an up-to-date understanding of relevant EDI legislation, frameworks, and sector developments, ensuring departmental activities remain compliant and aligned with University and national standards.

	· Build and maintain strong collaborative relationships with HR, Communications, Student Support Services, divisional EDI colleagues, and the University’s central EDI team to ensure joined-up and consistent delivery of EDI objectives.

	ATHENA SWAN responsivities if applicable

	· Independently manage the Athena Swan process for the department, including coordination of applications, consultation activities, data collection and analysis, and monitoring progress against action plans.

	· Provide expert advice and guidance to academic and professional service leaders on Athena Swan processes, supporting the preparation of submissions and renewals.

	· Facilitate staff and student engagement through surveys, focus groups, and workshops to inform self-assessment and action planning.

	· Analyse and interpret data and survey results, summarising findings and producing clear reports to demonstrate progress and identify areas for development.

	· Keep up to date with Athena Swan Charter guidance, sector expectations, and relevant university policies to ensure compliance and continuous improvement.

	· Promote the sharing of best practice and learning from Athena Swan activities across the department and the wider University community.

	Selection Criteria
ESSENTIAL [defined by SJD] 

	· Educated to degree level, or with equivalent knowledge and experience gained through professional practice.
· Demonstrable experience leading or supporting EDI-related projects or initiatives, with the ability to design, deliver, and evaluate actions that achieve measurable impact.
· Comprehensive understanding of UK equality and employment legislation and the ability to assess risk and advise confidently on its application.
· Proven ability to analyse complex qualitative and quantitative data, draw meaningful insights, and present findings clearly through reports and visual presentations.
· Strong influencing and communication skills, with the confidence to engage and advise senior managers and stakeholders on evidence-led EDI interventions.
· Excellent organisational and project management skills, with the ability to prioritise effectively, manage competing demands, and deliver outcomes to deadline.
· Ability to apply strategic thinking and creativity to develop inclusive policies and initiatives that strengthen a sense of belonging and respect.
· Strong interpersonal and collaboration skills, with the ability to work effectively across departments, committees, and professional networks.
· High level of digital literacy and numeracy, with proficiency in data analysis, reporting tools, and presentation software.


	Desirable

	· Postgraduate qualification in HR, EDI, or a related field (e.g., CIPD or other relevant professional body certification).
· Knowledge of the Athena Swan Charter and experience managing or contributing to charter applications or similar equality benchmarking initiatives.
· Experience of working within a higher education or research environment.



	Date
	

	Edits to core responsibilities checked & verified against grade descriptor by {Departmental HR contact}:
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Step 1 Review the standardised job description
Step 2 Consider what core responsibilities and selection criteria need amending, bearing in mind they should still
reflect the grade descriptors (to be verified by local HR)

Step 3 Once the review is completed, please copy the final list of responsibilities and selection criteria to the
University job description template





