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Job Description 
	Job title:
	Data Administrator

	Department/Faculty:
	School of Management 

	Grade:
	5

	Location:
	10 East, University of Bath, Bath 



	Job Purpose 

	About the School of Management
The University of Bath School of Management is the international business school of the University of Bath. Our extensive offerings encompass undergraduate, postgraduate, and PhD programmes, alongside tailored executive education options for both individuals and organisations. With a dedicated team of over 100 teaching and research professionals, complemented by a support staff of around 90 managerial and administrative experts (referred to as Professional Services, ‘PS’), we cultivate a vibrant learning environment.

Consistently recognised for excellence, our School proudly ranks among the top 5 in the UK across prominent national undergraduate rankings, including The Times & Sunday Times Good University Guide 2025, The Guardian University Guide 2025, and the Complete University Guide 2025. Notably, our Marketing programme has secured the top position since 2017, according to the Complete University Guide 2025. Accredited by both EQUIS, AMBA and Small Business Charter, we remain committed to delivering exceptional education and driving impactful research in the field of business management.

About the Role
We are looking for a dedicated and detail-oriented Data Administrator to support two key teams within the School of Management: the Rankings & Accreditation Team and the Alumni Relations & External Engagement Team. This role is vital in ensuring the successful management, integrity, and utilisation of data across various functions. Key responsibilities include:
· Managing and maintaining data critical to rankings submissions, accreditation processes, and alumni engagement.
· Ensuring data accuracy, integrity, and consistency within CRM systems and other reporting tools.
· Designing, managing, and analysing surveys to support data collection for alumni engagement, rankings and accreditations. 
· Providing data analysis and reporting to support strategic decision-making and enhance the School’s global reputation.
· Collaborating with internal teams to improve data processes, contributing to the School’s strategic objectives and KPIs.



	Responsible to: 

	Head of Alumni Relations and External Engagement, with a secondary reporting line to the Rankings and Accreditation Manager.



	Staff management responsibility:

	
No direct management.




	Special conditions:

	None 



	Duties and Responsibilities: 

	1
	Data Reporting & Analysis
· Process personal, sensitive and/or confidential data and ensure compliance with data protection regulations.
· Maintain and update constituent records in CRM systems, ensuring accuracy and integrity.
· Create and maintain dashboards for reporting and measuring key performance indicators.
· Support the implementation and optimisation of databases and CRM systems.


	2
	Rankings & Accreditation Support
· Collate and validate student, graduate and faculty data for rankings submissions (e.g., QS, Financial Times, EQUIS, AACSB).
· Prepare rankings submission documents and highlight any changes from previous years.
· Provide data analysis to ensure the School meets rankings and accreditation criteria.
· Support ongoing monitoring of alumni career outcomes and other key metrics.


	3
	Alumni Relations & External Engagement
· Administer alumni event attendance and campaign interaction data.
· Manage alumni destination tracking to support rankings, partnerships, and engagement strategies.
· Generate reports on alumni data to contribute to strategic planning and performance monitoring.
· Maintain the School’s Alumni Events calendar and support LinkedIn community management.


	4
	Data Integrity & Process Improvement
· Monitor database performance, ensuring efficiency and usability for stakeholders.
· Identify areas for process improvement and implement best practices in data management.
· Work with internal teams to enhance data capture, storage, and utilisation.
Ensure compliance with GDPR and other data protection regulations.

	5
	Survey Management: 
· Work with colleagues to design, create, and manage surveys to support rankings, accreditation, and alumni engagement.
· This includes monitoring response rates, importing survey data into CRM systems, ensuring accuracy, and analysing results to generate meaningful insights for reporting and strategic decision-making.

	
The post holder will, from time to time, be required to undertake other duties of a similar nature as may reasonably be required by his/her line manager.  




Person Specification 
	Criteria
	Essential
	Desirable
	Assessed by

	
	
	
	App form
	Int



	Qualifications

	Degree or equivalent experience in a relevant field.
	
	
	
	

	Additional training or certification in data management, CRM systems, or data analysis.
	
	
	
	

	Experience/Knowledge

	Proven experience in data management, reporting, and analysis.
	
	
	
	

	Experience working successfully to deadlines under pressure.
	
	
	
	

	Experience of successful team working in a collaborative environment.
	
	
	
	

	Experience handling confidential or sensitive data with discretion, with a clear understanding of GDPR requirements.
	
	
	
	

	Experience in data integrity management and best practices for maintaining accurate datasets.
	
	
	
	

	Experience in designing and managing surveys for data collection and analysis.
	
	
	
	

	Experience within an academic environment or knowledge of rankings/accreditation processes
	
	
	
	

	Skills 

	Strong technical skills in CRM systems, Excel, and/or data visualisation tools.
	
	
	
	

	Proficiency in data cleaning, validation, and manipulation for reporting purposes.
	
	
	
	

	Ability to manage multiple deadlines with a high level of accuracy and efficiency.
	
	
	
	

	Strong problem-solving and analytical skills, with a logical approach to data interpretation.
	
	
	
	

	Ability to present data clearly and meaningfully, including using dashboards and reports.
	
	
	
	

	Excellent organisational and prioritisation skills.
	
	
	
	

	High level of numeracy and attention to detail in data handling.
	
	
	
	

	Ability to work independently with minimal supervision while maintaining accuracy.
	
	
	
	

	Strong IT skills with a high level of proficiency in Excel, including advanced functions.
	
	
	
	

	Experience working with survey data and preparing datasets for analysis.
	
	
	
	

	Ability to develop and maintain data-driven reports to support decision-making.

	
	
	
	

	Experience using Raiser’s Edge Database or equivalent CRM systems.
	
	
	
	

	Attributes

	Accuracy and strong attention to detail in all aspects of work.
	
	
	
	

	Capacity for independent working, while also contributing actively as a team member.
	
	
	
	

	Commitment to producing high-quality work and continuous improvement.
	
	
	
	

	High standards of professionalism, including awareness of commercial sensitivity and confidentiality.
	
	
	
	

	Results-oriented, with a proactive and creative approach to problem-solving.
	
	
	
	

	Ability to prioritise and adapt effectively to new projects as they arise.
	
	
	
	

	Ability to manage competing priorities effectively and multi-task efficiently.
	
	
	
	

	Strong communication skills, including the ability to liaise with stakeholders at all levels.
	
	
	
	

	Positive and adaptable attitude towards change and continuous learning.
	
	
	
	



	Effective Behaviours Framework

The University has identified a set of effective behaviours which we value and have found to be consistent with high performance across the organisation. Part of the selection process for this post will be to assess whether candidates have demonstrably exhibited these behaviours previously and are able to do so currently and in the future. 


	Managing self and personal skills:
Willing and able to assess and apply own skills, abilities and experience.  Being aware of own behaviour and how it impacts on others.
  

	Delivering excellent service:
Providing the best quality service to all students and staff and to external customers e.g. clients, suppliers. Building genuine and open long-term relationships in order to drive up service standards.
  

	Finding innovative solutions:
Taking a holistic view and working enthusiastically and with creativity to analyse problems and develop innovative and workable solutions.  Identifying opportunities for innovation.
  

	Embracing change:
Adjusting to unfamiliar situations, demands and changing roles.  Seeing change as an opportunity and being receptive to new ideas.
 

	Using resources:
Making effective use of available resources including people, information, networks and budgets.  Being aware of the financial and commercial aspects of the University.


	Engaging with the big picture:
Seeing the work that you do in the context of the bigger picture e.g. in the context of what the University/other departments are striving to achieve and taking a long-term view.  Communicating vision clearly and enthusiastically to inspire and motivate others.

	Developing self and others:
Showing commitment to own development and supporting and encouraging others to develop their knowledge, skills and behaviours to enable them to reach their full potential for the wider benefit of the University.
  

	Working with people:
Working co-operatively with others in order to achieve objectives.  Demonstrating a commitment to diversity and applying a wider range of interpersonal skills. 
  

	Achieving results:
Planning and organising workloads to ensure that deadlines are met within resource constraints.  Consistently meeting objectives and success criteria.
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