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Job Description
Date:


August 2017
Job title:
Research Officer 
Responsible to:
Project Coordinator, Detail Data 
Status of Post:
Full-time, ongoing core post subject to funding

Salary:
Salary equivalent NICVA scale G, NJC points 29 – 31, £25,951 - £27,668 p.a. Candidates will normally be appointed at the first point on the scale.
Key working relationships: Project Coordinator – Detail Data, Policy and Public Affairs Team.
Summary of main responsibilities:

· To develop the NICVA research programme to provide up to date information and analysis on:

· key economic, social, cultural and environmental data 
· key data on the work of the voluntary and community sector

· To produce information materials including reports, summaries and articles

· To support, develop and promote research and policy work by the voluntary and community sector
· To organise a series of training, conferences and seminars.

· To promote the work of NICVA including via on-line and social media

Specific duties:
1. To design, collate, analyse and publish up to date quantitative and qualitative social, economic and demographic data and identify key trends over time.

2. To research and prepare accessible reports, briefing papers, articles, blogs and factsheets on relevant economic and social trends and policy developments.
3. To contribute to the development of research proposals and tender documents as necessary.

4. To gather and source information on social policy and economic issues relevant to the sector via multi-media, social media and other sources.


Organise 

1 To organise and present key research findings at conferences and seminars. 
2 To design and deliver bespoke research training and support sessions.
3 To prepare reports and articles for publication.


Develop & Promote

1 To liaise with a range of stakeholders to promote NICVA research.
2 To develop research links through key networks to exchange knowledge, promote good practice and enhance research skills.
3 To promote NICVA’s economic and social research via online and social media.
4 To contribute to press releases and media articles. 
5 To disseminate research publications. 


Represent

1 To represent NICVA on outside bodies and working groups as appropriate.

Other Duties
1 To undertake such other reasonable duties as NICVA may from time to time require.

2 To contribute to the promotion of NICVA.

Person Specification
Job title:
Research Officer
Qualifications and experience
Essential
1 Degree level qualification in a relevant discipline e.g. Social Policy, Economics or similar or three years’ experience working in similar field.  
2 Two years’ working experience to include work in the following areas:

· experience of qualitative and quantitative research methods 

· preparation of publications/briefings
· designing surveys (including online) and analysing results
3 Experience of producing high quality research reports (both detailed and summary) for a wide range of audiences. 
4 Proficient in the use of desktop applications such as Microsoft Office and internet and email.
5 Experience of using online and social media.
Desirable

6 Experience of delivering presentations to a wide range of audiences.
7 Experience of event planning or coordination.
8 Experience of developing and delivering a training programme.
Skills and competencies:

Essential
1 Ability to interpret and analyse complex information and provide relevant, accessible reports and briefings.

2 Good organisational skills to include the ability to organise workload to achieve agreed targets.

3 Excellent oral and written communication skills and the ability to adjust the style and content of communication according to need, for example, NICVA websites and publications, and to engage in consultations.
4 Extensive experience of, and expertise in, statistical analyses, in particular SPSS.
5 Ability to build good working relationships with individuals and organisations and to work effectively as a team member.
Interests and knowledge
Essential

1 Knowledge and understanding of public, social and economic policy structures in Northern Ireland.
2 An interest and understanding of the voluntary and community sector in Northern Ireland.
Other requirements
Essential
1 Ability to work within the mission, vision and values of NICVA.

2 Ability to work flexible hours and to travel occasionally throughout Northern 
   Ireland as will be required by this post.

3 Committed to NICVA’s Equal Opportunities Policy.

Legal

Essential
1 To ensure the appropriate business car insurance is in place if the successful candidate claims mileage expenses and uses their own vehicle for work purposes.
Assessment Method – Research Officer – August 2017
	Criteria
	Essential/Desirable
	Method of Assessment

	Experience and qualifications

1. Degree level qualification in a relevant discipline e.g. Social Policy, Economics or similar or three years’ experience working in similar field.

2. Two years’ working experience to include work in the following areas:

· experience of qualitative and quantitative research methods 

· preparation of publications/briefings
· designing surveys (including online) and analysing results

3. Experience of producing high quality research reports (both detailed and summary) for a wide range of audiences.
4. Proficient in the use of desktop applications such as Microsoft office and internet and email
5. Experience of using online and social media.

6. Experience of delivering presentations to a wide range of audiences.

7. Experience of event planning or coordination.
8. Experience of developing and delivering a training programme.

	Essential

Essential

Essential

Essential

Essential

Desirable
Desirable

Desirable
	Shortlisting
Shortlisting and interview

Shortlisting and interview

Shortlisting

Shortlisting

Shortlisting 

Shortlisting

Shortlisting

	Skills and competencies
1. Ability to interpret and analyse complex information and provide relevant, accessible reports and briefings.

2. Good organisational skills to include the ability to organise workload to achieve agreed targets.

3. Excellent oral and written communication skills and the ability to adjust the style and content of communication according to need for example NICVA websites and publications, and to engage in consultations.

4. Extensive experience of, and expertise in, statistical analyses, in particular SPSS.
5. Ability to build good working relationships with individuals and organisations and to work effectively as a team member.


	Essential

Essential 

Essential 

Essential

Essential


	Shortlisting and interview

Interview

Application form content, pre-interview task and interview

Shortlisting and pre-interview task 

Interview



	Interest and knowledge

1. Knowledge and understanding of public, social and economic policy structures in Northern Ireland.
2. An interest and understanding of the voluntary and community sector in Northern Ireland.


	Essential 

Essential
	Pre-interview task and interview

Shortlisting

	Other requirements
1. Ability to work within the aims and values of NICVA.

2. Committed to NICVA’s policy of equality of opportunity.

3. Ability to work flexible hours and to travel occasionally throughout Northern Ireland as will be required by this post.

	Essential

Essential

Essential
	Interview

Shortlisting

Shortlisting
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