Casual Widening Participation Data Intern 
Job Description and Person Specification

Job title: Casual Widening Participation Data Intern
Department: Directorate of Educational Excellence and Student Outcomes (DEESO)
Report to: Widening Participation & Outreach Manager/ Head of Inclusion, Access and Participation
Hourly rate: £12.47 p/h (£13.98 inc holiday pay)
Hours: Casual (Ad-Hoc basis), up to 1 day per week. This may vary at peak times of activity for the Outreach team. 
Term: Temporary casual role (to August 2026 in the first instance)
Closing date: Sunday 11th January 2026 (midnight)
 
Job Purpose:
The Widening Participation Data Intern will support the Evaluation and Monitoring of the programmes delivered by the university’s Outreach team. The role will appeal to someone with attention to detail, an interest in data processing and a strong grasp of Excel. The Intern must be able to use Microsoft software (Excel, Word) to accurately input and analyse data to support the Outreach team’s internal and external reporting. They must be adaptable and open to learning how to use new systems and software, including an online pupil database. Data used in this role could be from paper Evaluation forms, or online surveys, and will include some sensitive personal data collected for the HEAT database (Higher Education Access Tracker). The role requires a clear Enhanced DBS check (provided by the university for the successful candidate), good organisational skills, and the ability to work to fixed deadlines as part of a team. The role will be hybrid, involving some work in the office on campus, and some capacity to work from home after training is completed. Training on our procedures and the HEAT database will be provided. 

Main Responsibilities:
· Conducting regular collation and entry of data, data cleaning and analysis for WP & Outreach reporting.
· Supporting the team to ensure all evaluations are properly completed/ uploaded in line with GDPR compliance and that they meet the requirements of the evaluation framework.
· Liaising with colleagues in the Outreach team regularly to ensure a high standard of accurate data collection, input, and reporting. 
· To undertake any training deemed necessary for the position.

Person Specification 

	Criteria
	Essential
	Desirable
	How identified/assessed
(A) Application
(I) Interview
(T) Test

	Knowledge and Experience

	Strong knowledge of Microsoft Office packages, in particular Excel.
	X
	
	A/T

	Experience of working in a team environment 
	X
	 
	A/I

	Experience of working with data sets and evaluations 
	X
	 
	A/I

	A current student at, or recent graduate of St Mary’s University 
	
	X
	A/I

	Skills

	Excellent verbal & written communication skills
	X
	 
	A/I

	Good organisation and attention to detail
	X
	
	A/I/T 

	Ability to input and prepare data for analysis and reporting
	X
	 
	A/I/T

	Ability to work to tight deadlines as part of a team
	X
	 
	A/I/T

	Good problem-solving skills 
	X
	
	A/I

	Adaptable and open to undertaking training on new programmes and software
	X
	
	A/I

	Personal attributes/ other requirements

	Willingness to apply for an Enhanced DBS Check*
	X
	
	A/I 

	Commitment to maintaining confidentiality when processing personal data
	X
	
	A/I

	Committed to equality, diversity and inclusion
	X
	 
	A/I

	Committed, punctual and reliable
	X
	 
	A/I

	Pro-active and able to use initiative
	X
	 
	A/I

	Interested in learning more about quantitative / qualitative evaluation and research methods 
	
	X
	A/I



* The offer of this role is subject to receipt of a clear Enhanced Disclosure and Barring Service (DBS) Check. The DBS check will be free for the successful candidate, and will be organised and funded by the university. 
** Please note that applicants must hold the right to work in the UK. 

Working Hours
The amount and frequency of work depends on demand and availability, but is expected to often be up to 1 day per week. This may vary during term time and vacation time (increase or decrease subject to needs of the role). The role will be hybrid, involving some work in the office on campus, and some capacity to work from home after training is completed. Work should be conducted within usual working hours (9am-5pm) and working hours must be agreed with the staff members supervising the Intern, prior to work being conducted. 

Please Note
This job description reflects the core activities of the role and as the University and the post-holder develop there will inevitably be changes in the emphasis of duties. It is expected that the post-holder recognises this and adopt a flexible approach to work and be willing to participate in training. 
St Mary’s University reserves the right to change and amend this Job description/ Person Specification in accordance with the changing requirements of the organisation.
Pay and Benefits

Rate of Pay 
£12.47 p/h (£13.98 inc holiday pay)
Method of Payment
All payments at St Mary's are dealt with by our Payroll team. Pay is via a BACs payment and all payslips can be accessed online via the PeopleNet portal.
Timesheets
Casual staff members are required to complete and submit their own timesheets on a monthly basis. You will be sent the details to submit your timesheet on the PeopleNet Portal.
 
Applying
Applications should be made via the online form: https://app.onlinesurveys.jisc.ac.uk/s/stmarys/application-form-wp-data-intern-role-2026
The deadline is Sunday 11th January 2026 at midnight.
If you experience any difficulties completing or submitting your application form or have any queries please contact us via email – nancy.bentley@stmarys.ac.uk 

Interview and selection 
Shortlisting of online applications will begin prior to the application deadline. Selection for interview and for the role will be based upon suitability to the Person Specification and answers to the application questions.
We will invite shortlisted applicants to interviews in January. At interview a short test to assess data processing and interpretation skills will also be conducted.
