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	Job Title
	Equality, Diversity and Inclusion Co-ordinator (0.5 FTE)

	Department
	Strategy, People and Culture

	Responsible To
	Head of Corporate Communications

	Responsible For
	N/A

	Grade
	5

	Location
	Flexible with travel as required including to UHI locations

	Job Objective

	The EDI Coordinator will work alongside the Corporate Communications and Human Resources team at UHI to support in the delivery of the EDI strategy and objectives across UHI. The EDI Co-ordinator will have a passion for working to address inequality, help promote EDI events and maximise inclusion. 

Building connections that support ongoing and planned activity, the post holder will support the relevant committees and colleagues on EDI initiatives across the UHI partnership and coordinate tasks towards achieving operational goals. 

The role will promote EDI awareness at all levels in the institution. 

	Key Duties & Responsibilities

	The following are the main responsibilities of the job. Other duties, commensurate with the grading of the job, may also be assigned from time to time. 


· Work closely with HR and Corporate Communications on creating and maintaining an annual equality and diversity calendar and accessible resources for students and staff

· Promote events within the EDI calendar to encourage a culture of equality, inclusion and diversity within UHI.

· Provide administration support for EDI training sessions, workshops and team briefings. This may include preparing papers and reports for SET, Court, and Partnership Council for sign off by the Head of Corporate communications or others as requested

· Planning, administration, minutes and support for EDI Committee

· Ensure all EDI documentation is up to date and accessible in line with UK legislation and best practice.

· Support the implementation and review of equality, diversity and inclusion policies in line with UK legislation and public sector equality duties and ensuring best practice is shared across the institution.

· Assist in the collection, maintenance and analysis of equality monitoring data (relating to recruitment, retention, promotions for example).

· Co-ordinate regular reports for internal and external stakeholders to demonstrate progress on EDI objectives.

· Be the first point of contact for general EDI enquiries from staff and stakeholders, ensuring that further involvement from others where applicable.

· Support employee working groups and committees with meetings, events and initiatives to ensure that up-to-date sector information is fed into discussions at appropriate points and to embed EDI awareness at all levels of the institution.

· Keep up to date with EDI related developments, case law, and best practice guidance from legal bodies. 

· Embrace a culture of continuous improvement by contributing ideas to help evolve the organisations EDI strategy and objectives.



	Such other duties temporarily or on a continuing basis, as may reasonably be required, commensurate with your grade.


	This is a description of the job as it is presently constituted. It is normal practice to periodically review job descriptions to ensure that they are relevant to the job currently being performed, and to incorporate any changes which have occurred or are being proposed. The review process is carried out jointly by the line manager and employee and you are therefore expected to participate fully in such discussions. In all cases, it is UHI’s aim to reach agreement to reasonable changes, but where it is not possible to reach agreement UHI reserves the right to make reasonable changes to your job description which are commensurate with your grade after consultation with you.
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