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Job description
Job title:

Research Officer

Directorate:

Communications, Policy & Research
Responsible to:
Head of Research & Evaluation
Responsible for:
-
Overall purpose of the post

To work to deliver the Commission’s research strategy and programme; to undertake and support a range of research studies to help meet the Commission’s objectives.
Main responsibilities

The Research Officer would be expected to work across a number of different projects and topics at any one time.  Areas of research will include the quality of electoral registers, electoral data, referendums and party and election finance. The main responsibilities of the post will include:

· Undertaking research projects that draw upon a variety of methodologies, including quantitative and qualitative research, as well as literature reviews and desk-based research;

· Day to day management of externally sourced research, including the procurement of external research services;
· Drafting papers and reports based on findings of research;
· Contributing to the planning and scoping of future research studies;
· Responding to Parliamentary Questions and Freedom of Information requests;

· Identifying and circulating external research to colleagues within the Commission;

· Assisting with general administration for the Research and Evaluation team, including the maintenance of research sections of the Commission’s internet and intranet sites;
· Providing research support to the Research & Evaluation Team and other directorates within the Electoral Commission.

General responsibilities 

· To participate in the Commission’s performance development process, ensuring own personal development and contributing to the overall performance of the Research and Evaluation Team. 
· To understand, and actively promote, the aims and objectives of the Corporate Plan.

· To ensure equality of opportunity is maintained and respected at all times in accordance with the appropriate policies and procedures.

· To comply with the statutory provisions of the Health and Safety at Work Act 1974.

· To make full use of technology for all appropriate tasks.

· To actively participate in opportunities to communicate within the organisation, including attending team and Directorate meetings.

· To demonstrate a willingness to work flexibly with others to respond to needs of an evolving organisation.
· To perform any other duty as directed by the Head of Research and Evaluation.
Additional details

The post-holder will work with a range of audiences and stakeholders to support the Commission’s objectives. They will be working on projects which include qualitative and quantitative research on a wide range of topics such as electoral registration, user and message testing and evaluation of elections and referendum. 
The post-holder will need to have a good understanding of research methodologies and some experience of managing and undertaking research studies.

Key working relationships

The post-holder has to build and maintain working relationships and influence a range of stakeholders on a regular basis, including electoral administrators, academics, civil servants at Government departments and research agencies. 
Person specification

	Competency
	Requirement
	Essential or 

Desirable

	Education
	Good first degree in social sciences or equivalent work experience
	E

	Experience
	Experience as a professional researcher
	D

	Knowledge & skills
	Strong familiarity with, and interest in, UK political systems and structures and electoral issues 

Good understanding of research methods (primary research and secondary research) and their appropriate application

Good IT skills, including MSWord, Excel, Outlook and the Internet as a research tool

Working knowledge of statistical analysis techniques including regression and correlation analysis; knowledge of statistical packages such as SPSS

Strong analytical and numerical ability

Strong written skills

Experience of communicating using reports, papers, presentations, seminars

Experience of planning and organising projects

Experience of monitoring or managing budgets
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	Personal qualities
	Excellent attention to detail, thorough and methodical

Ability to work flexibly, both independently and as part of a team

Strong interpersonal skills and ability to work with colleagues and stakeholders

Well-organised, reliable, able to prioritise workload effectively and ensure deadlines are met 
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