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	Job Evaluation Code
	



	Job Title
	Anti-racism Project Officer

	
	Human Resources

	Job Grade
	6

	Career Pathway
	MPSS



Organisation Structure 
	Post Responsible To
	HR Manager Recruitment & Global Mobility

	Posts Responsible For
	n/a



Job Purpose
	
Support the University within staff recruitment, providing advice, guidance and leading projects within this area. You will also work with the Organisation and Staff Development (OSD) team to support the development and delivery of equity, diversity and inclusion (EDI) training.

The role will have a particular focus on anti-racism and inclusion and improving under-representation in our staff profile, delivering against objectives in The Way Forward Strategy, the Strategic Equity Plan, Race Equity Action Plan and the Welsh Government’s anti-racism action plan.




Duties and Responsibilities
	
Key Duties
· Provide professional advice and guidance on staff recruitment and anti-racism and inclusion processes and procedures to internal and external customers that will have institution wide impact
· Use judgement and creativity to suggest the most appropriate course of action and ensure complex, sensitive and conceptual issues are understood.
· Work with the HR Manager (Recruitment & Global Mobility) and colleagues in the University EDI (Equity, Diversity and Inclusion) Hub to review how recruitment practices can lead to increased representation from ethnic minority backgrounds in our staff profile.
· Develop and sustain working relationships with local communities to promote the University as a diverse employer and establish communication and promotion mechanisms in support of that.
· Work with the OSD EDI Team to develop a full range of race equity resources including developing and delivering new training and advising colleagues on race equity content for existing courses.
· Take responsibility for resolving issues independently where they fall within set role objectives and manage these through appropriate HR governance and communication structures.
· Investigate and analyse specific issues within staff recruitment and race equity and inclusion (including data analysis), making recommendations and planning the delivery of initiatives. 
· Ensure that the provision of staff recruitment and race equity and inclusion are delivered to the institution, proactively changing the delivery according to customer requirements.
· Lead the continued development of initiatives such as Diverse Interview Panels and anonymised recruitment.
· Create and supervise specific working groups from colleagues across the University to deliver specific small-scale projects and achieve objectives outlined in the University strategy Our Future, together, the Strategic Equity Plan, Race Equity Action Plan and the Welsh Government’s anti-racism action plan. 
· Represent the University at external events such as recruitment fairs and local community events with partners such as Grange Pavilion.
· Establish and maintain effective working relationships with key contacts, developing appropriate communication links with the University’s Schools/Directorates and outside bodies as required. Examples of these are staff equity networks, the Head of EDI (Equity, Diversity and Inclusion) and colleagues in the University’s EDI Hub, Associate Deans of EDI, College and Professional Services EDI networks and external community networks/groups
· Participate in internal and external professional Equity, Diversity, and Inclusion networks (e.g. the University Race Equity Charter working group) to enhance local provision and promote the University’s practice in this area. 
· Undertake a variety of administrative duties to support the department.

General Duties
· Abide by all University policies and undergo appropriate personal and professional development.
· Uphold the Professional Services Values & Behaviours or local equivalent.
· Perform other duties occasionally which are not included above, but which will be consistent with the role.




Person Specification 
	Essential Criteria (maximum of 10)

	
Qualifications and Education
1. Degree/NVQ 4 or international equivalent, or equivalent professional experience/membership.
Knowledge, Skills and Experience
2. Experience of working within recruitment or in race equity and inclusion.
3. Able to demonstrate professional knowledge within recruitment or race equity and inclusion initiatives to give advice and guidance to internal and external customers.  
4. Proven experience in developing new processes and procedures. 
5. Experience of developing and delivering learning and development content on equity, diversity and inclusion and specifically anti racism.

Customer Service, Communication and Team Working

6. Ability to communicate conceptually detailed and complex information effectively and professionally to a wide range of people.
7. Evidence of ability to explore customers’ needs and adapt the service accordingly to ensure a quality service is delivered.
8. Proven ability to develop internal and external networks in order to contribute to long term developments.

Planning, Analysis and Problem solving

9. Evidence of ability to solve expansive problems using initiative and creativity; identify and propose both practical and innovative solutions.
10. Evidence of demonstrable knowledge of key advances within recruitment or in race equity and inclusion.

	Desirable Criteria (if appropriate)

	
11. Experience of working in a similar role or environment, e.g. Higher Education, Further Education, the NHS or other public sector organisation.
12. The ability to communicate in Welsh or other international languages that may support the activities required of the role.




Additional Information
	How we will support you in this role

We want to support and develop you in the role, using a combination of the following to help you reach your full potential.

1. Regular one-to-one meetings with your line manager.
2. An experienced and supportive team around you.
3. Support to undertake job-relevant training and development, as identified by your line manager. 
4. A staff mentoring scheme.
5. Support to learn Welsh or to update language skills.
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