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

	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

	
	

	Criteria
	Essential
	Desirable

	Qualifications
	• Educated to SCQF Level 8 or equivalent relevant experience.
	• Evidence of continuing professional development.

	Experience
	• Experience supporting EDI, HR, or community engagement initiatives.


• Experience organising and promoting events, campaigns or training.


• Experience providing high-quality administrative and coordination support, including meeting planning, minute-taking and document preparation.


• Experience collecting and handling data, including preparing basic reports.
	• Experience working in a higher education or public sector organisation.


• Experience supporting or managing networks or working groups.


• Experience contributing to the development or implementation strategies or policies.

	Knowledge and skills
	• Strong organisational and time management skills, with the ability to manage multiple tasks simultaneously.


• Confident communication skills, both written and verbal, and the ability to engage with a wide range of stakeholders.


• Competent in using Microsoft Office applications and digital collaboration tools.


• Able to handle sensitive or confidential information appropriately.


• Ability to work both independently and as part of a team.
• Understanding of equality, diversity and inclusion principles and how they apply within an organisational context.


• Awareness of relevant UK legislation, such as the Equality Act 2010 and Public Sector Equality Duty.


• Knowledge of current issues and best practices in EDI.
	• Understanding of the higher education sector and the unique challenges relating to a distributed or partnership model.

	Personal qualities
	• Passionate about promoting equality, diversity, and inclusion.


• Approachable and empathetic, with a collaborative mindset.


• Committed to continuous improvement and inclusive practice.


• Attention to detail and a proactive approach to problem-solving.


• Open to learning and professional development.
	• Ability to analyse and present 
data in a meaningful way.

• Confidence in facilitating discussions
 or delivering basic training sessions 
or briefings.



	Other circumstances
	• Willingness and ability to travel to UHI locations when required.


• Flexibility in working hours to support occasional events or meetings outside core hours.

	• Knowledge of, or interest in, Gaelic language and culture.
• Commitment to support the achievement of UHI's Sustainability Policy and Strategy 2023-30 objectives.
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