JOB DESCRIPTION


	JOB TITLE:
	Diversity Officer


	DEPARTMENT:
	Diversity


	JOB HOLDER:
	N/A


	REPORTS TO (JOB TITLE):


	Head of Diversity

	JOB PURPOSE

This is a summary, in a few sentences/bullet points, of the overall contribution this job makes to the Institute of Physics (IOP)

To support the delivery of the diversity programme with particular emphasis on the delivery of the Institute’s action plan for embedding diversity and inclusion cross-organisationally and supporting equality and diversity activity more generally. 

	ORGANISATIONAL STRUCTURE 

An organisational chart showing where this job sits within the IOP – please refer to attached


[image: image1]

	CONTEXT

This briefly sets out the necessary background, including the directorate/department’s purpose, to understand how the job fits into the organisation and how it relates to other functions or jobs in the organisation

The job’s context
This new role is being introduced to play a pivotal role in the delivery of expert advice, development activity and engagement work to deliver the Institute’s action plan on equality and diversity. The role will support both the Head of Diversity and the Head of People and Organisational Development to promote equality and diversity across the Institute and help us deliver on our commitments. The aim of the role will be identify specific equality issues within our organisation and to take action to solve them, through developing, delivering and monitoring our equality and diversity action plan. The role will be the main point of contact for staff issues on diversity and inclusion and will provide advice to all levels of staff across the organisation, particularly enabling managers to understand potential or actual barriers to inclusion. 

The role will involve working closely with our HR team, analysing management information, (such as HR data, member data and other contextual information) to inform planning, decision-making and resource allocation and providing administrative support to our Equality and Diversity Action Group. 




	TASKS & ACCOUNTABILITIES

A list of 6 – 12 statements identifying the principal outputs required of the job, which integrate to achieve the purpose of the job.



	1. 
	To provide specialist advice and administrative support to the Head of Diversity and Head of People and Organisational Development to assist the Institute in meeting its equality objectives and to deliver the organisational action plan for diversity and inclusion. 


	2. 
	To develop and provide data analysis, surveys and progress reports relating to diversity and inclusion for Heads and other managers. 


	3. 
	To provide administrative support to our Equality and Diversity Action Group.

	4. 
	To organise a range of events, meetings and workshops to build awareness and knowledge on diversity and inclusion and which will directly contribute to a vibrant and inclusive working environment.


	5. 
	To communicate equality, diversity and inclusion effectively, coherently and accessibly through a range of methods and to build and develop diversity resources and networks internally and externally.


	6. 
	To work with the HR team to provide advice and support on developing our equality and diversity policies, in line with changing legislation and best practice.



	7. 
	To maintain an awareness of current activities, practices and legislation relating to diversity, including attending external meetings, events and conferences where appropriate 


	SCOPE OF DECISION MAKING / CHALLENGES
A summary, of no more than the 4 key main decisions/challenges the post holder may face in carrying out the accountabilities of this job. 
· Acting as the main contact for staff on equality and diversity, dealing with a wide range of enquiries, including those from senior managers
· Developing, analysing and interpreting data to understand underlying trends, and applying this information to help inform and develop the department’s activities
· Keeping abreast of diversity issues both relating to physics in education, as well as in the wider context i.e. diversity in society


	DIMENSIONS

A summary of any numerical facts and figures that are relevant to illustrate the scale of the role e.g.

· People management – number of direct line reports, function managed, who the post holder reports to
· Annualised financial data – costs/orders/sales/revenue budgets and different currencies used if applicable

· Other relevant statistics – projects managed

· The Diversity Officer has no direct line reports and reports in to the Head of Diversity
· Can authorise expenditure within budget up to £1,000



	KNOWLEDGE, SKILLS & EXPERIENCE

The below are the skills, qualifications, membership requirements and experiences that are necessary for full and effective performance of this role unless otherwise stated

Skills

· Team player – the ability to work co-operatively with others to achieve common goals

· Proactive – to think ahead and act to ensure the smooth completion of team / individual aims and objectives 

· Dependable – able to complete tasks to high standard and to deadline

· Organisational skills - ability to work with minimum supervision, prioritise workload, and handle multiple tasks

· Interpersonal skills – ability to positively communicate with others; the confidence to listen and understand 

· Communication skills - ability to express information clearly and effectively in written and oral form
· Computer literate - good working knowledge of Microsoft Office 
Experience
Essential
· Proven project management experience, managing multiple projects
· Experience of working with a range of colleagues and partners to deliver equality and diversity projects. 

· Experience of writing clear, concise reports for different audiences, including technical report writing
· Ability to communicate effectively to all levels of staff
· Ability to analyse, identify trends in data, and present these to non-specialist audiences.
· A strong commitment to the principles and practice of equality and diversity
Desirable

· Experience in the planning and delivery of engagement activities. 



	COMPETENCIES

The behaviours that must be demonstrated in the job
· Drive for results – Can be counted on to meet or exceed goals successfully

· Managing and measuring work – Takes responsibility for tasks and decisions

· Customer focus – Is dedicated to meeting the expectations and requirements of internal and external customers / partners

· Functional/technical skills - Has the functional and technical knowledge and skills to do the job at a high level of accomplishment 

· Personal learning - Picks up on the need to change personal, interpersonal, and where applicable managerial behaviour quickly
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A job description is a written statement that aims to describe the main duties, and responsibilities of a role; it is not static and may change over time. Therefore this job description should be reviewed regularly in order to maintain its relevance, and you are expected to carry out any reasonable requests that are commensurate with the role.


