
 
JOB DESCRIPTION: RESEARCH MANAGER 

 
Company 
 

Chartered Association of Business Schools   

Location 
 

40 Queen Street, London, EC4R 1DD 
 

Responsible to 
 

Chief Executive  

 

Applicants are asked to send their CV with a covering letter explaining how you meet the Person 
Specification to Anne Kiem anne.kiem@charteredabs.org. Deadline for applications is 5pm on 7th 
April. Interviews will take place in week commencing 18th April. 

 
Purpose of the post 

The Research Manager is responsible for the development, management, and delivery of the 
research activities, data analysis and production of reports for the benefit of the Association’s 
members and to support our lobbying.  
 
The post-holder will be expected to monitor government policy and sector trends and be able to 
understand and articulate the impact on our sector, supported by data analysis and qualitative 
research. You will have expertise in quantitative and qualitative research methods, and survey 
design. 
 
In addition, the role is responsible for servicing a small number of steering committees.   
 
This is an opportunity to join a dynamic and enterprising team based in the heart of the City of 
London. We are a progressive association that is very much valued by our members. You will play a 
key role in managing our research to ensure it supports our thought leadership, lobbying and 
knowledge sharing. 

This is an important position that requires an intelligent, articulate and professionally presented 

individual. The post holder is expected to demonstrate initiative and work well as part of a team.   
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Specific Duties 

 
The post holder will: 

 
1. Take the lead on the research and writing of reports to be published for dissemination to 

Chartered ABS members, policy makers, stakeholders and the press. 
2. Analyse higher education data, such as HESA, NSS and other relevant data to support our 

reports, lobbying and press statements.  
3. Draft, conduct, analyse and report on regular and ad hoc surveys of relevance and benefit to 

our members, for example the deans’ salary survey. 
4. Research and write reports and statements arising from the work of the steering 

committees to be published on the website. 
5. Monitor government policy and stakeholder reports and help the Association understand 

the impact on our members 
6. Initiate, collate and write responses to national consultation exercises 
7. Take an active role in supporting Chartered ABS’s capacity building programmes and events, 

presenting on relevant issues where appropriate, conducting surveys and circulating reports. 
8. Assist in the management of the Chartered ABS Research, and Learning, Teaching & Student 

Experience committees, and any ad hoc task forces or staff networks established from time-
to-time, as required. 

9. Engage with and listen to the membership, and observe other trends to help inform new 
activities the Chartered ABS may carry out for the benefit of its members. 

 
This job description sets out current duties of the post that may vary from time to time without 
changing the general character of the post or the level of responsibility entailed. 
 
Person Specification 
 
SKILLS / ABILITIES 
                            Essential   Desirable 

Excellent oral and written communication skills, including the ability to turn 
complex information into plain English. 

Yes  

Highly numerate and logical thinker. Yes  

Ability to identify, prepare and analyse data from a range of different 
sources, including, the development of new methods of research, as 
required. 

Yes  

Ability to communicate effectively and confidently with internal and 
external stakeholders and the general public. 

Yes  

Ability to manage successful, complex projects through to budget without 
supervision and to tight deadlines. 

Yes  

Confidence to market recommendations to senior staff and to manage 
expectations. 

Yes  

Ability to work creatively and under own initiative. Yes  

Expertise in quantitative and qualitative research methods, and survey 
design 

Yes  
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KNOWLEDGE 
                            Essential   Desirable 

Knowledge of UK system of higher education.  Yes 

Knowledge of UK business and management education.  Yes 

Knowledge of the Chartered ABS and its activities.  Yes 

Knowledge of the UK system of Government.  Yes 

 
 
EXPERIENCE 
                        Essential    Desirable 

Experience in a policy, research or data analysis role. Yes  

Experience in the production of policy or research papers for a variety of 
audiences. 

Yes  

Experience in data analysis from a range of different sources.  Yes  

Experience of working with HEIDI or HEIDIPLUS databases.  Yes 

Experience in dealing sensitively and responding appropriately to a variety 
of stakeholders. 

Yes  

Demonstrable expertise in the use of IT tools including Outlook, Word, 
Excel and PowerPoint. 

Yes  

Experience in committee servicing and writing minutes.  Yes 

Experience of work within an educational institution; policy stakeholder 
body; research consultancy; or government body 

 Yes 

 
 
QUALIFICATIONS 
                         Essential      Desirable 

Education to degree level (or equivalent qualification). Yes  

Education to Masters level (or equivalent)  Yes 

 
PERSONAL ATTRIBUTES AND CIRCUMSTANCES  
                          Essential     Desirable 

Able to work as a member of the team and on own account. Yes  

Ability to work at a high level of confidentiality. Yes  

Excellent multi-tasker who works well under pressure. Yes  

Excellent attention to detail and ability to work to tight deadlines. Yes  

Outstanding organisational skills. Yes  

Ability to work flexible and occasional unsocial hours including evenings if 
required. 

Yes  

Smart personal appearance. Yes  

Reliable work record, punctual. Yes  

Date March 2017 


