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	Job Title
	EDI Project Manager

	School / Service
	Office for Institutional Equity (OIE)	

	Grade and Salary Range
	F

	Location and Hybrid working status
	All UEL Campuses and Hybrid

	Reporting to
	Academic Director for Inclusive Practices

	Responsible for
	Various UEL and OIE EDI Projects

	Liaison with
	Executive Deans, and Directors of Professional Services Schools, 

	Contract type
	Permanent, 1 FTE



Build your career, follow your passion, be inspired by our environment of success #BeTheChange 


THE UNIVERSITY OF EAST LONDON

If you are seeking a career that combines innovative education with a passion for crafting positive change, look no further than the University of East London. Founded in 1898 to meet the skills needs of the 2nd industrial revolution, we’re underway with our ground-breaking 10-year Vision 2028 strategic plan, orchestrated by our Vice-Chancellor and President, Professor Amanda Broderick.

Our goal is to advance industry 5.0 careers-first education and provide a clear path to the jobs and opportunities of the future. We are committed to driving diversity in the 5.0 talent pipeline, working in partnership to promote talent wherever it is found and creating a sustainable, inclusive, and green future.

But we can't achieve this goal alone. We need forward-thinking, innovative, and curious individuals like you to join our community and help us shape the future. As part of our team, you'll have the opportunity to work with a diverse range of people who share your passion for generating positive change. We’re an inclusive and welcoming community that is constantly moving forward, never satisfied with the status quo.

If you're ready to join a team that values your outstanding skills and perspectives and is dedicated to making a difference, we invite you to explore a career with us. We are excited to welcome versatile individuals who are committed to advancing their careers while making a positive impact on the world.

THE DEPARTMENT: OFFICE FOR INSTITUTIONAL EQUITY (OIE)
The Office for Institutional Equity (OIE) is the first department of its kind in the UK. It has specific responsibility for addressing inequalities within the institution by creating sustainable cultural changes that will positively impact the University community. Our vision is that UEL is known as one of the UK’s most inclusive universities and delivers sector-leading outcomes because of its inclusiveness. We will advance an inclusive, equitable, respectful, and anti-racist environment for staff, students and stakeholders. We will also support the delivery of UEL’s legal obligations, under the Public Sector Equality Duty, with the elimination of discrimination, the advancement of equality of opportunity and fostering of good relations across UEL’s diverse communities.

JOB PURPOSE
To support the coordination and administration of agreed EDI projects and workstreams within the Office for Institutional Equity, under the direction of senior OIE colleagues. This includes supporting charter award applications and related processes, including Athena SWAN, Stonewall’s Workplace Equality Index and other equality frameworks, through evidence gathering, action tracking, project documentation and routine progress monitoring.
To signpost colleagues to agreed guidance, resources and processes, and escalating complex, sensitive or strategic matters to senior OIE colleagues as appropriate.
To support the delivery of activities that contribute to an inclusive and equitable working and learning culture by assisting with communications, resources, events, campaigns and project administration that promote equality, diversity and inclusion for staff and students.

ABOUT YOU
The ideal candidate will lead on institution-wide EDI projects within the OIE, support charter award applications and processes.
You will have strong interpersonal skills, and if you are able to accurately and articulately deliver complex information in simple terms, then this role is for you.
Review and work collaboratively to action key findings from Athena Swan Action Plan as well as other action plans arising from the other charters.



KEY DUTIES AND RESPONSIBILITIES
The following are the main accountabilities for the job. This list is non-exhaustive and other duties commensurate with the grading of the job, may also be assigned to suit as the University needs require.

· Support the coordination and administration of agreed EDI project activities and charter-related work, including Athena SWAN, Stonewall’s Workplace Equality Index and Disability Confidence, by maintaining project plans, action logs, timelines and evidence trackers.
· Gather, organise and maintain information and evidence required for EDI projects, charter submissions, annual reports and action plan monitoring, ensuring records are accurate, up to date and accessible to relevant colleagues.
· Assist senior OIE colleagues with monitoring progress against agreed EDI action plans by following up on updates, collating responses and highlighting outstanding actions or risks for escalation.
· Draft and collate routine reports, briefing notes, updates and committee papers using information provided by colleagues, for review, amendment and approval by senior OIE colleagues.
· Maintain project documentation, trackers and KPI updates for agreed OIE workstreams, ensuring progress information is recorded consistently and shared with relevant colleagues as required.
· Support the delivery of inclusive culture activities for staff, students and partners by assisting with communications, events, resources, campaigns and project administration.
· Keep up to date with relevant EDI developments and internal guidance to support accurate administration, signposting and project coordination, escalating matters requiring specialist interpretation or institutional response.
· Work collaboratively with colleagues across OIE and the wider University to support the timely delivery of agreed project tasks, meetings, events and reporting requirements.
· Work in accordance with UEL’s policies on Equality, Diversity and Inclusion, data protection, confidentiality and professional conduct.
· Undertake other reasonable duties commensurate with the grade of the post, as directed by senior OIE colleagues.

PERSON SPECIFICATION
The University's Core Values are Passion, Inclusion, Courage, and they are at the root of everything we do and everyone in our community is expected to demonstrate them. 

The table below outlines the essential and desirable criteria required to perform the role effectively. Candidates will be shortlisted based on how closely they meet these criteria.

	Education and Qualifications
	Essential
	Desirable
	Criteria assessed by

	A degree or equivalent qualification/experience
	|_|
	|X|
	C

	Experience/Knowledge

	Demonstrable aptitude for project management & co-ordination alongside affinity & empathy for equity & inclusion.
	[bookmark: Check29]|X|
	[bookmark: Check27]|_|
	A/I

	Experience of supporting a successful charter award process.
	[bookmark: Check7]|X|
	|_|
	A/I

	Strong track record of progressing equality, diversity and inclusion for staff and students in a higher education institution.
	|X|
	|_|
	A/I

	In-depth knowledge of equality and diversity issues regarding both staff and students, including knowledge of relevant legislation.
	|X|
	|_|
	A/I/T

	Experience of engaging stakeholders and supporting the implementation of agreed organisational policy or practice.
	|X|
	|_|
	A/I

	Demonstrable ability to build relationships with key stakeholders and decision makers.
	|X|
	|_|
	A/I

	Social scientist with statistical expertise
	|_|
	|X|
	A/I

	Skills/Abilities

	High-level written and oral communication skills.
	[bookmark: Check14]|X|
	|_|
	A/I

	Strong interpersonal skills
	[bookmark: Check15]|X|
	|_|
	A/I

	Good MS Office skills, particularly using Word, PowerPoint and Excel.
	|X|
	|_|
	A/I

	Ability to analyse and interpret complex data analyses and communicate essential information to relevant stakeholders in a clear and meaningful manner.
	|X|
	|_|
	A/I

	Experience of planning, prioritising and organising own work or resources and proactively working with others to achieve team objectives.
	|X|
	|_|
	A/I

	Demonstrable ability to use initiative and creativity to resolve problems, identifying practical and suitable solutions
	|X|
	|_|
	A/I

	Other Competencies required

	Commitment to and understanding of equal opportunity issues within a diverse and multicultural environment.
	[bookmark: Check18]|X|
	|_|
	I



Criteria assessed by Key: 

A = Application form/CV        C = Certification        I = Interview          P = Presentation task		T = Test 







Equality Diversity Inclusive 
As an inclusive, equal-opportunities employer, our multiple Charter awards (Stonewall, Race Equality and Athena Swan) reflect our ongoing dedication to Equality, Diversity and Inclusion and we’re committed to closing the "ethnicity pay gap". We’re proud of the progress we’ve made and honest that there’s more to do. We’re determined to keep moving forward so everyone at UEL can thrive. 
We're a disability confident employer and value all applications. Please let us know if you require any reasonable accommodations throughout the recruitment process.

So, if you’d like to take your career to the next level with us here at the University of East London and are inspired by our environment and commit to success, we want you to apply today!
 
All employees must adhere to all UEL policies and regulations. Employees are also expected to actively contribute to building and maintaining a positive reputation for UEL in all their professional activities.
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