Research Executive

Main purpose

Work on research projects with the support of a Research Manager.
Core responsibilities
 
Assist Research Managers in the delivery of quantitative and qualitative research by:

· Designing and developing questionnaires

· Conducting in-depth interviews, face to face or by telephone

· Supporting the design of discussion guides and focus group scripts 

· Assisting with the moderation of groups, quickly progressing to the sole moderation of groups 
· Analysing data sets to feed into  the production of research reports

· Contributing to the writing of reports

· Assisting in the presentation of research findings to clients

· Collating and summarising secondary research and conducting internet searches related to projects

· Contributing to the production of responses to invitations to tender 

· Supporting other team members through mutual sharing and delegation of work
· Supporting Research Manager in sales campaigns
· Attending set up meetings with a Research Manager
· Providing general admin / office support to the team 

· Keeping up to date with policy developments 
� Supported by a training programme





