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Research Officer
Job Description & Person Specification

Please see the Application Form for information about how to apply; please contact us on 020 7407 4625 or jobs@audienceslondon.org for this information in an alternative and accessible format.
Audiences London (AL) 

AL is the audience development agency for London, one of a national network set up to offer a regional resource supporting arts and cultural organisations. We help arts centres, theatres, galleries and museums to understand who their audiences are, who they could be and how to reach them. AL also works to create a strategic overview of London’s audiences, helping to inform the development of policy and practice. We are regularly funded by Arts Council England and London Councils.
AL’s vision is to bring insight to transform the relationship between cultural organisations and audiences for the good of both. We work collaboratively with clients to meet their needs so that everyone benefits from a wider knowledge bank of information as well as contributing to it. We work with over 300 organisations and agencies in London every year.
Market research and analysis is at the core of our work and we provide a flexible market research service including primary and secondary research and analysis as well as advice on using and interpreting market intelligence. We also offer advice, consultancy, training, events and collaborative projects all focused on developing audiences; the research team are involved in all these activities.
There are 10 people in the AL team; the Research Officer will complete a research team of 3, reporting to the Research Manager. We also work with a number of associates on specific projects and research.

Job Description

Research Officer
We have a position within the research team for a motivated, analytical person with an inquisitive mind, proven database analysis and market research skills, and the ability to communicate clearly with a range of clients. This is a full time role, offered on a permanent contract.
This post would suit someone who has experience of working with customer databases coupled with the understanding of how to devise and deliver market research. A good understanding of the principles of marketing and audience development would be an advantage as would some experience of working in the arts, cultural and/or heritage sectors.
The role requires a motivated, self-starter with great communication skills who can be flexible in response to changing environments and/or project requirements. This is a ‘hands- on’ role that involves carrying out detailed analysis and exploration of data using various in-house tools. Sound project management skills and the ability to manage a number of projects at the same time will also be important. It is a rewarding role for someone who enjoys the rigour of working with data but is motivated by making it useful to clients.
A key aspect of the job is to manage the Snapshot London resource, a data-sharing and benchmarking initiative involving over 35 mid to large-scale performing arts organisations from across London. It involves automatically-updated datasets, drawn from box office systems, which enable AL to analyse and profile data in the context of a London-wide picture. The Research Officer will be responsible for developing the Snapshot London resource, providing reports and support for the participants. For more details of Snapshot London see the Audiences London website - http://www.audienceslondon.org/snapshot
As a learning organisation, AL places great importance on the training and development of its team and supports all staff in their personal and professional development. The post holder will be encouraged to undertake professional development while in post.
Scope of the role
The Research Officer will be accountable to the Research Manager and will work closely with all staff. The Research Officer is a key member of the research team, playing a crucial role in the design and implementation of primary market research, data analysis and customer profiling in consultation with clients and colleagues.  S/he will support colleagues by providing analysis that feeds into other projects within AL. S/he will manage their own portfolio of work to a plan agreed with, and supported by, the Research Manager.

Everyone working with clients at AL is guided by our values – we strive to be:

· Co-operative –  enabling co-operation and knowledge-sharing, easy to work with

· Purposeful – focused on outcomes, on practical applications and the specific needs of clients
· Connected – looking to broker relationships, signpost resources and maintain excellent knowledge of the sector and its needs
Key Responsibilities

Carry out database analysis & customer profiling
· Analyse and interpret customer data from a range of sources.

· Produce geo-demographic profiling, behavioural analysis and mapping reports.

Deliver primary market research and analysis
· Devise and deliver quantitative and qualitative research projects and undertake fieldwork, including interviewing and focus group facilitation.
· Design and develop appropriate research tools.
· Analyse and interpret both statistical and qualitative research data. 
Manage Snapshot London 
· Maintain, report on and develop Snapshot London.
· Carryout ongoing analysis of statistics to provide benchmarks for a range of artforms.

· Provide support for Snapshot participant organisations.

· Communicate key statistics and developments to stakeholders.
Report-writing and dissemination
· Produce written reports interpreting, summarising and illustrating findings from research and data analysis, in accessible and understandable ways using a range of packages and tools including Vital Statistics, Snap Surveys, MapPoint, Access, Excel and Mosaic profiling.
· Present research findings and analysis to clients and colleagues, and through events as appropriate.

Deliver training and support

· Contribute to preparation of and delivery of AL workshops, seminars and training sessions.
· Deliver training, in AL events and to individual clients as required.
· Ensure briefing and training of additional staff/contractors as appropriate.
Accurate record-keeping and administration

· Work with and co-ordinate the work of external suppliers and contractors (such as data-warehouses, IT suppliers, suppliers of research services). 

· Administration of contracts for clients and third party suppliers.

· Administration of invoicing and payments.

· General filing, paper and electronic.

· Administration of project contact information and tracking (using ACT database).
· Keep accurate records and clear administrative procedures across all areas.
Contribute to organisation
· Development of ideas, procedures and processes which help offer more effective services
· Work as part of, or lead on project teams as agreed.

· Draw from and contribute to knowledge bank, through research projects.
· Keep up to date with research approaches and trends, and disseminate to AL staff.
· Contribute to the development of the research strategy.

Other 

· Deputise for Research Manager as required.
· Assist and train AL team as appropriate.
· Represent AL at external events.
· Take an active part in team meetings and planning sessions.
· Report to the Board, funders or other stakeholders when appropriate.
· Undertake training or attend conferences as part of AL’s remit to be ahead of audience development thinking.
· Be aware of and act within the terms and principles of AL’s Equal Opportunities and Diversity policies, and applicable guidelines and legislation including the Data Protection Acts and MRS codes of conduct.
· Undertake any other reasonable duties as may be necessary.

Person Specification: Research Officer
Skills and experience required, 

E=essential, D=desirable.

Please give concrete examples in your application of where and how you’ve acquired and applied the necessary skills and experience. The successful candidate is likely to have worked in a contract-research environment for at least two years.  
Qualifications and/or relevant training
Qualifications in research and analysis are not essential, but would indicate a specialism which the job requires.  However this specialism could equally have been acquired through professional practice and appropriate training. 
E
Qualification and/or in-work training in research methods
E
Qualification and/or in-work training in database analysis 

E
Qualification and/or in-work training in quantitative analysis
D
Qualification and/or in-work training in qualitative analysis
Research and analysis

E
Experience of designing and implementing a range of research projects
E
Experience of using and analysing database information

E
Understanding of statistical applications in market research context

E
Experience of quantitative research delivery 

E
Knowledge of ethical and data protection issues for research activities

D
Experience of qualitative research delivery

D
Experience of applying research in a customer or audience context 

Client liaison and project management
E
Experience of working in an advisory or consultative way with clients
E
Experience of managing time- and/or resource-bound projects, including budget management
D
Experience of supervising staff/contractors (either paid or intern/volunteer)
D
Ability to understand and anticipate clients’/ contractors’ / partners’ requirements and expectations

Reporting, dissemination and communication
E
Ability to interpret research findings, distil key messages and formulate conclusions and recommendations

E
Experience of producing reports and other research output for different types of audiences, including verbally presenting research findings, effectively communicating complex messages
D
Experience of producing more ‘informal’ communications such as email updates and newsletters

D
Experience of devising and carrying out workshops or training sessions 
Marketing and audience development in the cultural sector
D
An understanding of the principles of marketing and/or audience development
D
Some knowledge of London’s arts, cultural and/or heritage sector
Other skills

E
Excellent IT skills, including advanced skills in Word and Excel and experience of MS Access (or other database package), PowerPoint, email and internet use
D
Experience of specialist packages, e.g. SPSS, qualitative analysis packages, SNAP (or other online survey software)
D
Experience of Mosaic and/or ACORN or other geo-demographic classification systems
Personal qualities
E
Excellent written and verbal communication skills at a professional level
E
Numerical confidence
E
Able to work well within and across teams, as well as working autonomously
E
High levels of customer service, professionalism, and an organised and thorough approach, with close attention to detail
E
Ability to manage and prioritise workload across a number of different projects and demands, in a busy environment 

E
Ability to adapt and improvise within time and resource constraints of our clients
Terms and Conditions
This role is offered on a full time permanent contract. 
Training 
Each member of the Audiences London team attends a wide range of conferences and training events as part of their job. 
Progress Monitoring
Probationary period: 3 months. Appraisals and exit interview will be offered. 
Salary
The post is offered on a full-time basis at an annual salary of £23,495
Hours
Core hours are 10am – 6pm Monday to Friday, all members of the team are occasionally requested to work additional hours, for which time off in lieu may be negotiated. 
Place of Work
Audiences London offices are at London Bridge, SE1 and this will be the postholder’s main place of work.
Holiday
25 days holiday per annum plus Bank Holidays. 
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Six weeks required by either party. 
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