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Specific competencies:

· Understanding of and commitment to the principles of equality and diversity
· A demonstrable commitment to Beatbullying’s aims, vision, values and mission
· Strong dependability and work ethic  

· Personal and professional integrity 

· Passion/pride in the product 

· Relationship building/teamwork 

· Capable of being self-sufficient in terms of administration and planning

Finance Intern - Job Description
The Finance department is crucial to the stability and growth of a charity.
As a Finance Intern, you will maintain cash controls and help monitor financial files and relationships.  You will gain valuable insight and experience into the financial aspects of running and sustaining a charity.
Post:



Finance Intern 
Accountable to:


Director of Finance
Location: 


South London
Key Relationships:
Director of Finance; Director of Business Development
Role Summary:
Maintain cash controls 
Maintain financial files and records
Assisting in financial requests and reconciliations
Specific duties and responsibilities

· Maintain cash controls, i.e. petty cash management receipts and database management.
· Assist in Bank reconciliations.

· Maintain financial files and records, and ensure transactions are properly recorded and entered into the computerized accounting system.
· Monitor all expenditure on orders raised, and cheques payments. 

· Collating and responding to all departmental order requests, and placing orders on office stationeries and consumerables.
· Assisting in general office maintenance and administration.

· Any other duties as may be required from time to time.
Finance Intern - Person Specification

Essential skills:

· Must be numerate and not easily bored with figures

· Ability to work unsupervised and develop on the job
· IT skills: Excel spreadsheet and word-processing programs at a highly proficient level

· The candidate must maintain strict confidentiality in performing the duties of a Finance Intern. 

Desired skills:

· Exposure to one or more computerised accounting packages.

· Attention to detail
BBMusic Intern - Job Description
BBMusic is an innovative music based bullying prevention and awareness programme aimed at Primary and Secondary schools, children and young people with SEN and disadvantaged young people from different settings.  
The primary purpose of the BBMusic Intern will be to assist the BBMusic Manager with BBMusic workshops.  The intern will gain experience of working with, empowering and inspiring children of primary school age, raising awareness of bullying and prevention of bullying using music as an engagement tool.

Post:



BBMusic Intern 
Accountable to:


BBMusic Manager
Location: 


South London office, and in schools as appropriate
Key Relationships:
BBMusic Manager
Role Summary:
Help deliver BBMusic workshops 
Help write, produce and record musical performances
Main Responsibilities 
· To work alongside and be mentored by the BBMusic workshop leader.
· To develop knowledge of songwriting, music production, singing and how to deliver these areas to children in engaging and interactive ways.
· To work with individuals and small groups of children, developing their confidence, self-esteem, developing and nurturing singing, song writing and creative skills.
· To be a positive role model.
· To help engage the children in discussion centred on bullying and the effect it has on people’s lives.
· To help create songs that raise awareness of bullying and how we can work to prevent bullying.
· To help record musical performances and arrange them onto a final CD which the children and schools can keep.
· To use the positive effect of music to change lives and make a difference.
· To gain experience of project planning.
· To assist in the setting up and logistics of partnership building and facilitation of a BBMusic workshop.
BBMusic Intern - Person Specification
Essential skills:

· Excellent time management.
· Excellent IT skills. 
· Excellent inter-personal skills and good communication skills written and oral.
· A desire to learn, energy and enthusiasm and a passion for music 
Desired skills:
· Ability to play an instrument.

· Experience of using music software. 

· Experience of working with young people and music.
· Knowledge and understanding of the issues surrounding bullying.
BBSports Intern - Job Description
BBSports is the sports division of Beatbullying.  We use sport as a way to encourage hard-to-reach or cynical young people to work together to tackle bullying, experience working together in teams, and gain an enhanced knowledge of how working in teams can develop confidence and self-esteem.

Using sport as a way of beating bullying is innovative in that it combines teamwork in a fun, safe and healthy way to encourage young people to develop their own strategies around anti-bullying work. 

The primary purpose of the BBSports Intern will be to assist in the delivery of the BBSports workshops.  The intern will use their sporting skills and knowledge to engage young people in anti-bullying messages and strategies.

Post:



BBSports Intern 
Accountable to:


BBSports Managers
Location: 


South London office, and in schools as appropriate
Key Relationships:
BBSports Manager
Role Summary:
Help organise and deliver BBSports workshops 
Capture and input monitoring data of young people
Main Responsibilities 
· To work alongside BBSports Managers and Development Officers in the delivery of BBSports workshops.
· To work with individuals and small groups of young people, developing their confidence and self-esteem, as well as their sporting knowledge and skills.
· To be a positive role model.
· To help engage the children in discussion centred on bullying and the effect it has on people’s lives.
· To assist in the setting up and logistics of partnership building and facilitation of a BBSports workshop.
· To assist in the collection and inputting of monitoring and evaluation data.
BBSports Intern - Person Specification
Essential skills:

· Qualified in at least one of the following sporting disciplines:

· Football 

· Basketball

· Rugby 

· A minimum of 1 years coaching experience

· Good communication, listening and presentation skills

· Computer Literate – ability to work with Microsoft Office effectively

· Ability to work as part of a fast paced and expanding, diverse team 

Desired skills:

· A keen interest in bullying prevention through sports

· Good administrative skills

· Experience of working with young people of various ages

 CyberMentors Intern - Job Description
Beatbullying is the UK’s leading bullying prevention charity working on the ground with young people from all over the UK. 
As a CyberMentors Intern, you will help facilitate Beatbullying’s Peer Mentoring training programmes with children and young people.  

Post:



CyberMentors Intern 
Accountable to:


CyberMentors Manager
Location: 


South London  office, and schools as appropriate
Key Relationships:
CyberMentors Manager / Development Officers/ Policy & Research Officer / 
Role Summary:
To help facilitate Peer Mentoring training programmes with children & young people.  Assist and support in delivering other Beatbullying projects and online moderation of CyberMentors.org.uk.
Main Responsibilities 

· To help facilitate Peer Mentoring training programmes for children & young people in secondary and primary schools, pupil referral units and SEN schools, community groups.

· To ensure the smooth running of Beatbullying partnerships, including updating databases and liaising with partners and stakeholders, development officers, session workers and volunteers and other departments within Beatbullying.

· To work with young people who have been bullied and young people identified as bullies.
· To help monitor and chat to CyberMentors and registered users on the CyberMentors.org.uk website
· Assist in supporting other initiatives / opportunities within Beatbullying relating to  other potential special projects / pilots as directed by Beatbullying Senior Management

· To undertake research and administration tasks as and when required by Development Managers
· When opportunities present themselves, represent Beatbullying at relevant public and policy events, conferences, seminars, fundraising events regionally and nationally.

Some travel and working away from home may be required 

CyberMentors Intern - Person Specification

Essential Skills

· Excellent time management.
· Excellent IT skills. 
· Excellent inter-personal skills and good communication skills written and oral.
· A desire to learn, with energy and enthusiasm for youth work 
Desired skills:
· Experience of working with young people.

· Knowledge and understanding of the issues surrounding bullying.
· 
Experience of using social networking sites
Mini Mentors Intern - Job Description

Beatbullying is delivering a new and innovative Peer Mentoring programme for children between the ages of 5-11.  The programme is largely focused around helping children to acquire the necessary skills to make and sustain good friendship groups, informing them about the nature of bullying and how to stay safe online.  This programme will also have its own dedicated Social Networking Site where the children will have access to a wealth of resources.

The Mini Mentors team therefore require an additional member to join their existing team.

Post:



Mini Mentors Intern

Accountable to:


Mini Mentors Manager

Location:


South London

Key Relationships:

Mini Mentors Manager/ Development Officers

Role Summary:
To help facilitate Peer Mentoring training programmes with children & young people.  To assist and support in the delivery of the programme and the online moderation of the website.
Main Responsibilities 
· To help facilitate the Mini Mentors programme in Primary Schools.

· To work with children who may be victims of bullying or have been labelled a bully.

· To help monitor the Mini Mentors website and chat to Mini Mentors who may be online.

· To research age appropriate content to be included on the site.

· To add evaluation data on to databases.

· To undertake research and administration tasks as and when required by Development Managers
· When opportunities present themselves, represent Beatbullying at relevant regional and national events, fundraising events, conferences and seminars.
Some travel and working away from home may be required 

Mini Mentors Intern - Person Specification

Essential Skills

· Experience of working with Primary aged children

· Excellent IT skills: the ability to use Microsoft Office applications such as, Word, Excel, email and internet
· Experience of using Arts, Crafts or Drama in a workshop format with children or young people.

· Willingness to travel and a flexible attitude to work
· Excellent inter-personal skills and good communication skills written and oral.
· A desire to learn, with energy and enthusiasm for youth work 
Desired skills:
· Experience of working with young people.

· Knowledge and understanding of the issues surrounding bullying.
· 
Experience of using social networking sites
· The ability to think creatively and outside the box.
Job Description: Therapeutic Services Internship
Therapeutic services ensures the availability and quality of therapeutic intervention for young people whom are challenged by a variety of issues, including bullying.  We are looking for an enthusiastic individual with a theoretical background to join our team. 
You will be assisting in both online and offline programmes such as CyberMentors, an online peer mentoring programme, and Gateway, a long term intervention reaching out to young people at risk of exclusion.  You will be involved in the maintenance, development and delivery of similarly exciting new projects.

Post:


Therapeutic Services Intern 

Accountable to:

Therapeutic Services Manager

Location: 

Beatbullying Head Office, Crystal Palace, South London

Key Relationships:
Therapeutic Services (online staff included) / Practice / Policy & Research 
Role Summary:
Work across departments maximising the help and support available to service users; contact and organise training events for young people; support counsellors

Main responsibilities 
· Assist in the monitoring and development of online support platforms 
· Manage website administration and therapeutic interventions on our social networking sites
· Monitor technical moderator software; NetModerator
· Support Beatbullying counsellors on/offline counselling supervisions
· Interact with young people experiencing a range of psychological issues such as depression, anger, bullying, lack of self-esteem, self-harm and sexual identity
· Assist in the organisation and operations of mass training events for mentors
· Support in the coordination of online counsellors and moderators
· Work closely with Beatbullying’s ethics committee surrounding online mentoring
· Ensure all safeguarding concerns are reported and recorded as required
· Support in the delivery of offline therapeutic programmes
· Undertake such other duties as may be required
Top of Form

Person Specification: Therapeutic Services Internship 

The successful intern will demonstrate a real interest in supporting and helping young people through a myriad of interventions.  You will be an effective and engaging communicator with experience of working with young people and therapeutic interventions.  We will give you the opportunity to work as part of a dedicated and versatile team, in a multi-award winning charity.
Essential experience and abilities:

· Either a degree in Psychology / counselling qualification / similar qualification

· Excellent communication skills, both oral and written, including online communication
· Experience communicating with young people
· Strong time management skills

· Initiative and innovative thinking skills
· Ability to work well in collaboration with others
· Very good IT skills including Microsoft Office software, 

· Experience of online networking and good knowledge of digital technologies
Desirable:

· Experience of coordinating projects

· Experience of writing policy and procedures 
Personal qualities:

· Commitment to Beatbullying’s vision, values and mission 
· Personal integrity, credibility and accountability
· Commitment to self-development
· Non-judgemental attitude
· Good team working ethic 
· Enthusiasm and honesty
· Excellent attention to detail
· Lateral thinking and good problem solving abilities
Volunteering Intern - Job Description
Volunteering is the lifeblood of any charity and Beatbullying is no exception. Beatbullying is leading the sector in moving forward and merging technologies and volunteering to create a brand new opportunity for young people aged 20-25 in England – Digital Volunteering.  The rapid growth of one of our main programmes, CyberMentors, and the development of other programmes such as ReSync, now means that we are populating unique and pioneering social networking sites with hundreds of Digital Volunteers who provide mentoring to young people through social networking. 

The Volunteering Intern will work within the Volunteering team, assisting our Digital Volunteers Officer with recruitment and support for all new Volunteers across England. You will be an expert with social networking and fanatical about providing the best online volunteering experience for all of our Digital Volunteers.

Post:



Volunteers Intern 
Accountable to:


Volunteering Manager
Location: 


South London
Key Relationships:
Volunteering Manager, Digital Volunteers Officer,
Role Summary:
Assisting with the recruitment of Volunteers
Supporting Digital Volunteers through social networking
Inspiring young people to become Digital Volunteers
Main Responsibilities 

· Working closely with the Digital Volunteering Officer to devise new strategies to recruit Digital Volunteers aged 20-25 across England.

· Utilising your social networking skills to enthuse and inspire a new generation of Digital Volunteers

· Using your social networking skills to maintain an excellent rapport with our Digital Volunteers

· Providing support for our Digital Volunteers electronically

· Co-training (training will be provided) alongside the Digital Volunteering Team 

· Getting creative in devising recruitment/marketing campaigns to attract new Digital Volunteers

· Assisting with backend database administration and SPSS database

Volunteering Intern - Person Specification

The successful intern will demonstrate a real interest in supporting volunteers from all over the UK through interfacing and communicating with them electronically via email and the internet. You will be an effective communicator with experience of social networking sites aimed at young people. We will give you the opportunity to work as part of a small but growing team that recruits, trains and supports hundreds of Digital Volunteers.

Essential skills:

· Degree in any discipline

· Excellent written and oral communication skills

· A willingness to learn quickly and adapt to new technologies

· Excellent knowledge of social networking sites

· The ability to inspire and empower people aged 20-25 through effective communication

Desired skills:

· Excellent knowledge of Microsoft Office Packages

· Experience of using SPSS Database
· Ability to work well in collaboration with others
· Attention to detail
Fundraising Intern - Job Description
Beatbullying’s ambition is to establish its bullying prevention programmes in every school in the UK.  As part of this expansion we will need to strengthen our fundraising team and are looking for a dynamic, driven fundraiser to help us build trust and corporate income in particular.  

You will be given the opportunity to learn and experience a wide range of fundraising, including: 

· Trust and Foundation Fundraising – raising income through research, online and on the phone, writing proposals for potential funders

· Events and Community Fundraising – raising income through managing relationships with community supporters who wish to support us by holding fundraising events, and organising local level supporter events

You'll need great written and verbal communications skills and be keen to join an innovative, fast moving organisation. The role is ideal for someone looking to gain and understanding and experience of the charity sector, and develop key skills applicable to a number of different areas within it.  

Post:



Fundraising Intern 
Accountable to:


Director of Business Development
Location: 


South London
Key Relationships:
Business Development Director, Business Development Team, Development Team, Head of Communications

Role Summary:
Research, proposal writing, events organising, and co-ordinating discrete fundraising projects
Main Responsibilities 

· Research into new funding opportunities and contacts.  Typically corporate, trusts and foundations but also gathering information to help build our sales database for Schools, Local Authorities and other potential  partners

· Developing relationships with schools and other potential new supporters to drive merchandise sales 

· Project management of discrete or local fundraising activities, taking leadership of organising local-level events, and offering support to community fundraisers

· Co-ordinate merchandise sales for our Anti-Bullying Week campaign
Fundraising Intern - Person Specification
Essential skills:

· Excellent written skills, experience of proposal development or equivalent, with demonstrable skills in producing accurate and complex documents

· Excellent interpersonal skills, confident communicating over the phone and face to face

· Ability to identify funding opportunities through research, gathering intelligence and building networks

· Ability to work both independently or as part of a team

· Excellent organisational skills, ability to take juggle workload and meet often conflicting deadlines

· Ability to analysis complex data and assemble accurate financial information

· Excellent IT skills

Desirable skills:

· Experience of managing and developing third party relationships

· Driven to meet or exceed targets

· Some experience of fundraising in a paid or voluntary capacity 

· Knowledge of the voluntary, trusts or corporate sectors

· Understanding of supporter databases 

Communications and Marketing Intern - Job Description

Communicating our work and campaigning to prevent bullying is essential to our success.  We are looking for an able intern to join the BB family.  You will have an unbridled passion for communicating what we do to a variety of stakeholders and will work closely with the Head of Communications and the retained PR and Marketing agencies.

As a Communications and Marketing Intern, you will work with the team to disseminate marketing materials to key stakeholders, identify and secure new partnerships with relevant organisations, help develop and marketing materials and undertake some celebrity support out reach. 

Post:



Communications and Marketing Intern 
Accountable to:


Director of Communications  
Location: 


South London
Key Relationships:

Director of Communications, all departments and external agencies 
Role Summary:
To communicate Beatbullying’s messages to a range of stakeholders

Main Responsibilities 

· Work with team members, delivering reactive and proactive PR: writing press releases and responses to announcements, and identifying, initiating and placing newsworthy stories, case studies and features

· Supporting the Head Of Comms with celebrity-out reach 

· Monitor news for relevant stories 

· Monitor and update the team about competitor activity 

· Work with the wider team to develop and implement new marketing strategies to target adult audiences, with a focus on parents. 

· Seek short, medium and long term opportunities to expand and promote awareness of Beatbullying’s work, in particular CyberMentors. 
· Build and nurture external relationships with a range of target market audiences, online and offline.
· Use the media appropriately to raise Beatbullying’s profile – working closely with Beatbullying’s external agencies. 
· Produce marketing materials. 
· Protect and enhance the reputation of Beatbullying. 

Communications and Marketing Intern - Person Specification

The successful intern will demonstrate a real interest in communications and marketing and media. You will also be an effective and engaging communicator with experience of social networking sites aimed at young people.

Essential skills and abilities 

· Excellent communication and people skills.
· Initiative to identify new opportunities to improve in house services. 
· Ability to build networks and make connections. 

· Good research skills 
· Ability to multitask 
· Attention to detail
New Media Intern - Job Description
Beatbullying currently enjoys a very strong online presence and our development of this is key to our continuing and future success. We are looking for a new member of the BB family that has an unbridled passion for the web. 

As a New Media Intern, you will work on web layouts, site usability, web architecture, image manipulation/optimisation and video editing. You will be assisting in the design of websites, Flash sites and Social Networking Sites and helping with the editing and maintenance of Beatbullying websites and contributing to our Media Library. You may also be helping to design a range of materials for print.

Post:



New Media Intern 
Accountable to:


Director of New Media

Location: 


South London
Key Relationships:
Director of New Media; Web Developer, Online Communications Team

Role Summary:
Designing websites and web applications 
Maintaining Beatbullying online
Designing print materials for Beatbullying communications 

Main Responsibilities 

· Designing layouts and visuals for both HTML and Flash websites; Social Networking Sites, other online offerings

· Designing interfaces for web applications 

· Artworking

· Developing navigation and architecture

· Optimising images and editing video 

· Managing the Media Library
· Testing, accessibility checking, fixing errors

· Some content management of Beatbullying’s websites, including our social networking sites; editing and managing web copy, updating social networking profiles

· Designing presentations in Flash

· Designing communications materials for print

New Media Intern - Person Specification

The successful intern will demonstrate a real interest in web design, technology and emerging online trends. You will be an effective and engaging communicator with experience of social networking sites aimed at young people. We will give you the opportunity to work as part of a small but award-winning design team.

Essential skills:

· Art or Design-based Honours degree or similar qualification

· A strong online portfolio showing user-centred design

· Strong knowledge of Dreamweaver, Photoshop/Fireworks, Flash, HTML and CSS

· Standards-based semantic coding

· Good all-round knowledge of digital technologies

Desired skills:

· Knowledge of Illustrator and Premiere

· Initiative and innovative thinking skills
· Ability to work well in collaboration with others
· Attention to detail
· Ability to sense emerging web trends and development

ReSync Intern - Job Description
ReSync is a new and innovative Peer Mentoring programme for young people from all over the UK aged 14-25. Our team run peer mentoring training workshops with young people who are out of employment, education or training, or at risk of becoming so. The programme has its own dedicated social networking site where the young people will have access to peer and life mentors, trained advisors and counsellors. As a ReSync Intern, you will help facilitate the ReSync Peer Mentoring training programmes with children and young people.  

Post:



ReSync Intern 

Accountable to:


ReSync Manager

Location: 


South London office, and schools as appropriate

Key Relationships:
ReSync Manager / Development Officers/ Policy & Research Officer 

Role Summary:
To help facilitate Peer Mentoring training programmes with children & young people.  Assist and support in delivering other Beatbullying projects and online moderation of our peer mentoring websites.
Main Responsibilities 

· To help facilitate Peer Mentoring training programmes for children & young people in secondary schools, pupil referral units, community groups and other youth services.

· To ensure the smooth running of Beatbullying partnerships, including updating databases and liaising with partners and stakeholders, development officers, session workers and volunteers and other departments within Beatbullying.

· To work with young people who are, or at risk of becoming, out of education, employment or training. 

· To help monitor and chat to online mentors and registered users on our peer mentoring websites

· Assist in supporting other initiatives / opportunities within Beatbullying relating to  other potential special projects / pilots as directed by Beatbullying Senior Management

· To undertake research and administration tasks as and when required by Development Managers

· When opportunities present themselves, represent Beatbullying at relevant public and policy events, conferences, seminars, fundraising events regionally and nationally.

Some travel and working away from home may be required.
ReSync Intern - Person Specification
Essential Skills

· Excellent time management.
· Excellent IT skills: the ability to use Microsoft Office applications such as, Word, Excel, email and internet

· Excellent inter-personal skills and good communication skills written and oral.
· A desire to learn, with energy and enthusiasm for youth work 
Desired skills:

· Experience of working with young people.

· Knowledge and understanding of the issues surrounding young people who are out of education, employment or training.

· 
Experience of using social networking sites
Personal qualities:

· Commitment to our vision, values and mission 
· Personal integrity, credibility and accountability

· Commitment to self-development
· Non-judgemental attitude

· Good team working ethic 

· Enthusiasm and honesty

· Excellent attention to detail

· Lateral thinking and good problem solving abilities

Operations Intern - Job Description
Beatbullying’s Operations department is responsible for the smooth delivery of a number of varied projects and partnerships the charity is involved in.  As such, the team must assist in the planning, management and overview of many cross-departmental projects, as well as taking responsibility for external partnerships that do not fit in a specific department.  Ensuring that inter-departmental communications are effective is therefore key.
As an Operations Intern, you will gain an overall understanding of how a charity functions, from its day to day running, through its internal and external communications, to its overall strategic planning.
Post:



Operations Intern 
Accountable to:


Operations Manager
Location: 


South London
Key Relationships:
Operations Manager, Head of Communications, Development Managers, all depts.
Role Summary:
Assisting the building and nurturing of external partnerships 
Stakeholder management
Internal and External Communications
Main Responsibilities 

· Managing databases of external contacts

· Assisting the Operations Manager in nurturing external relations
· Helping research and design protocols and proposals for more efficient teamwork
· Assisting in the implementation and periodic renewal of Beatbullying’s policies and procedures
· Researching new training opportunities for all staff

· Individual project planning and management, liaising with a range of partners and stakeholders.

· Assisting in the formulation of cross-departmental strategies and campaigns
· Assisting to ensure that all communications accurately and persuasively present the vision, mission and values of Beatbullying
Operations Intern - Person Specification

The successful intern will demonstrate a real interest in web design, technology and emerging online trends. You will be an effective and engaging communicator with experience of social networking sites aimed at young people. We will give you the opportunity to work as part of a small but award-winning design team.

Essential skills 
· Excellent communication and people skills 

· Ability to build networks and make connections
· Excellent time management skills

· Initiative and innovative thinking skills
· Ability to work well in collaboration with others
· Attention to detail
· Personal integrity and credibility 

· Commitment to self-development 


Desired skills 
· Some financial and management expertise 
· Knowledge of the sector
Policy and Research Intern - Job Description
Beatbullying’s Policy and Research department is responsible for developing policy on bullying and child on child violence issues. We formulate proposals for policy change at a local, regional and national level and respond to Government policy initiatives.  We also monitor and evaluate all of Beatbullying’s work with young people.

The Policy and Research team require an additional member to join its existing team. 
Post:



Policy and Research Intern 
Accountable to:


Policy and Research Manager
Location: 


South London
Key Relationships:
Development Managers, Head of Communications, Fundraising department.
Role Summary:
Report writing
Data entry, collating, analysing and disseminating research
Assisting in the monitoring and evaluation of Beatbullying’s work
Key Objectives, Responsibilities and Duties 

· Assist in producing high quality written reports and other policy outputs in liaison with staff across the organisation 
· Assist in collating and disseminating research

· Analyse data using a variety of tools and strategies 

· Report to a range of stakeholders with respect to the agreed or projected outputs and outcomes of each respective bullying prevention programme

· Assist in the evaluation and monitoring of Beatbullying’s prevention programmes

· Assist in data coding, entry, input and extrapolation of Beatbullying’s evaluation and research material

· Demonstrate the ability to analyse data using a variety of research strategies 

· Work closely with other teams, especially development, fundraising and communications

· Close monitoring of the outputs and outcomes
Policy and Research Intern - Job Specification
Essential skills:
· Graduate or undergraduate
· A level of understanding of the types of primary research; essentially survey research

· A level of understanding of the use secondary research for source materials, such as official statistics (ONS)

· Grounding in methods of data collection and analysis of both quantitative and qualitative research methods

· Awareness or understanding of the principles of quantitative data analysis and basic analytical techniques 
· Grounding in the data analysis software package SPSS and the basic statistical techniques of description.
· Ability to use Microsoft Office applications such as, Word, Excel, email and internet
· Ability to meet tight and conflicting deadlines. 
Desired skills:
· A research or social policy related Honours degree or professional qualification, or working towards this qualification.
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