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JOB REMIT

	Role
	Research Analyst Assistant
	Team 
	Evidence and Insight

	Reports To
	Research Analyst
	Directorate
	Directorate of strategy

	Post Reference
	HOPIF 203
	Grade
	8

	Purpose of the Role 

	The Evidence and Insight team is one of the few social scientific research units based within a PCC in the country. Working within the E&I team, the role holder will assist in the delivery of a range of high quality qualitative and quantitative research projects.


	Main Duties and Key Accountabilities of the jobholder 

	· The primary aim of the role will be to support the work of Research Analysts within the Evidence & Insight team on a variety of research and analytic projects.  Duties would be varied, and include work such as desk based research, data entry, data cleaning, contributing to the design of research (e.g., survey, interview designs), fieldwork, and assisting in the analysis and writing up research. 
· Maintain efficient office administration systems for the team and maintain filing and information systems for all reports, briefs, information and correspondence. 
· Support staff in event planning and related event administrative support. Proactively holding oversight and coordination of staff calendars (e.g. MS Outlook) and the Evidence and Insight email research mailbox. 
· Assist with the implementation of research projects, processes and policies ensuring that organisational reporting cycles and outputs are met. 

· When necessary, arrange meetings and events with appropriate resources for the team, other teams and wider office, including technically proficient usage of projection systems, whiteboards, meeting software, audio equipment and related tools. 

· Support London-wide strategic consultation to ensure the needs of London and Londoners impact on the Police & crime Plan for London and the work of the MPS and criminal justice and community safety partner agencies.  

· Contribute to the development and implementation of MOPAC’s Knowledge Management arrangements. 

· Assist in the design and implementation of MOPAC’s electronic records management project. 
· Support matrix management arrangements in area based teams working to deliver a range of programmes and services whilst supporting work on priority policy issues. 
· Handling incoming and outgoing communications (inc. post, including allocation of correspondence and providing responses to straightforward letters and emails).




	Working Relationships and Contacts 

	The post holder will be required to support Research Analysts help build and maintain effective working relationships across the GLA family, partner agencies and their representative bodies, the Metropolitan Police and statutory and third sector partners.


	Role Requirements  Qualifications and Competencies (academic and professional, knowledge, skills and experience required to do the job)

	Research and analytical knowledge/experience is essential. 
Experience of analysing qualitative and quantitative data and presenting complex information through written reports and presentations would be desirable.  

· Relevant role experience in social research would be desirable.
· Experience of large scale data manipulation, analysis and statistical methods and software (e.g. SPSS, Excel, Microsoft Office). 
· Experience of quantitative and qualitative analysis, including survey analysis would be desirable. 
· Knowledge of a variety of research methods (in particular qualitative and quantitative, literature reviews, experimental methods and survey design/analysis) is desirable.
Required Competencies

Setting Direction

1. Seeing the big picture - Be alert to emerging issues and trends which might impact or benefit own and team’s work.
2. Changing and improving - Find ways to improve systems and structures to deliver with more streamlined resources.
3. Making effective decisions   - Identify a range of relevant and credible information sources and recognise the need to collect new data when necessary from internal and external sources.
Engaging People

4. Leading and communicating - Take opportunities to regularly communicate and interact with staff, helping to clarify goals and activities and the links between these and departmental strategy.
5. Collaborating and Cross Team Working - Readily share resources to support higher priority work, showing pragmatism and support for the shared goals of the organisation.
6. Building capability for all - Proactively manage own career and identify own learning needs with line manager, plan and carry out work-place learning opportunities.
Delivering Results

7. Achieving outcomes - Consider alternative ways of working with stakeholders and contractors to identify more efficient outcomes, balancing cost, quality and turn-around times.
8. Delivering value for money - Recommend actions to achieve value for money and efficiency.
9. Managing a quality service - Develop proposals to improve the quality of service with involvement from a diverse range of staff, stakeholders or delivery partners.
10. Delivering at pace - Plan ahead but reassess workloads and priorities if situations change or people are facing conflicting demands.


	General Responsibilities 

	· To adhere to MOPAC’s Equality & Diversity and Equal Opportunities policies in all activities.

· To be responsible for your own health and safety and that of your colleagues and all others in the workplace, in accordance with MOPAC Health and Safety policies.

· To work in accordance with data protection policies and adhere to Freedom of Information policies where appropriate.

· To undertake such other duties as may be reasonably expected.
· Interactions with senior managers and staff.
· To promote the use of the evidence base in decision making in policing and criminal justice across London.


