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	Criteria
	Essential/ Desirable
	*Application Form/ Supporting Statements/
Interview

	Experience of working in a research environment, preferably within Higher Education (HE)
	Essential
	Application form / 
Interview

	Ability to communicate clearly, concisely and professionally and to develop effective working relationships with colleagues of different levels of seniority and in different teams.

	Essential
	Supporting statements / Interview

	Excellent IT skills, particularly in Excel, and an ability to use a broad range of systems and data sources to support information and data dissemination and project management
	Essential
	Supporting statements

	Experience of qualitative and quantitative data collection, analysis and the ability to interpret data and information from a wide variety of sources, to organise and manage data and information and report on findings to the relevant audience.
	Essential
	Supporting statements / Interview

	Ability to work proactively, innovatively, flexibly and independently to plan and manage time, prioritising key tasks, meeting multiple deadlines and managing conflicting priorities.
	Essential
	Supporting statements / Interview

	Good written English for using in communications, guidance documentation, web content and within the REF2029 submission. 
	Essential
	Application form / 
Interview

	Excellent organisational skills with high attention to detail.
	Essential
	Supporting statements / Interview

	Experience of handling confidential information and knowledge of General Data Protection Regulations legislation.
	Essential
	Interview

	Experience of servicing committees including preparing agendas and related paperwork, minute-taking and related communications. 
	Desirable
	Interview

	Experience of organising events or workshops. 
	Desirable
	Interview

	Knowledge of research lifecycle in HE, particularly in relation to research assessment and REF2029.
	Desirable
	Supporting statements / Interview

	Relevant professional service experience in the HE sector, or similar.
	Desirable
	Application form / 
Interview


*
· Application Form – assessed against the application form, curriculum vitae and letter of support. Applicants will not be asked to answer a specific supporting statement. Normally used to evaluate factual evidence eg award of a qualification. Will be “scored” as part of the shortlisting process.
· Supporting Statements - applicants are asked to provide a statement to demonstrate how they meet the criteria. The response will be “scored” as part of the shortlisting process.
· Interview – assessed during the interview process by either competency based interview questions, tests, presentation etc.
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