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JOB PROFILE


	Job title:   
	Schools Liaison Officer

	
	

	Grade:

	6

	JE number: 

	TBC

	Accountable to:      

	Senior Careers and Schools Team Leader  



	General Duties and Responsibilities 

· To contribute to the strategic direction and operational effectiveness of the College 
· Ensure the responsibilities of the post are carried out in a way that reflects the standards, vision and values of the college
· Deliver on key performance indicators across the College, aiming to deliver continuous improvement 
· Promote the College with employers, sector bodies, schools and the local community, developing effective partnerships with employers, the funding agencies and other representative bodies
· To proactively promote Safeguarding practice, EDI, Health and Safety and the well-being of all our students and staff 
· To complete and remain up to date with Mandatory Training
To participate in the College Professional Development and Review (PDR) Scheme  

Duties and responsibilities

	 
	




	1. 
	To help develop the strategy for school and recruitment events.

	2. 
	To work within a team to manage and deliver the school liaison strategy and internal recruitment related events.

	3. 
	To provide marketing, promotions and communications support across the college

	4. 
	To work with the schools liaison team to help develop, plan and manage the college’s school liaison strategy 

	5. 
	To plan, organise and deliver the College presence at School Careers evenings, Open Evenings and other careers related events.

	6. 
	Act as one of the College’s main points of contact for schools, develop and maintain relationships with key school contacts, whilst maintaining an up to date database of all school contacts 

	7. 
	To work with the Schools liaison team to focus on lead generation to collect, organise and analyse relevant market information and research data to develop effective targeting strategies. 

	8. 
	To work with wider teams across the organisation to gain support and resources for events and access to schools

	9. 
	To deliver presentations and workshops in secondary schools and Post 16 centres/Sixth Forms to provide information about Post 16 and HE opportunities

	10. 
	To deliver or support delivery at all careers related events for the College such as Careers and HE Fairs, University Events, etc.

	11. 
	To support and deliver on all College Open Events – Open Days, Open Evenings , Welcome days etc. 

	12. 
	To assist in the planning, co-ordination and delivery of College based taster events at the College or at local schools.

	13. 
	To work with the schools liaison team to determine and brief the development of appropriate College promotional materials 

	14. 
	To provide an events support service to appropriate College departments

	15. 
	To be responsible for monitoring and disseminating College material to schools and community venues.

	16. 
	To liaise with external agencies eg careers agencies, to promote the image of the College and to develop a network of contacts to facilitate this process.

	17. 
	To assist in the development of monitoring systems to increase the efficiency and quality assurance procedures in all aspects of the communications and marketing process.

	18. 
	To work closely with the marketing team to align outreach work to college priorities and promote key course areas to reach targets

	19. 
	To Support the Careers Team in delivering high-quality Information, Advice and Guidance (IAG), during key points and busy periods such as enrolment and progression for internal students.

	20. 
	Provide 1:1 information, advice and guidance to external prospective students where required.

	21. 
	Develop knowledge of course areas by upskilling through activities such as shadowing classes and engaging with curriculum staff across faculty areas.

	22. 
	Lead on the organisation and delivery of campus tours, ensuring a positive and informative experience for prospective students and visitors.

	23. 
	To act as an ambassador for the College in all aspects of work.

	24. 
	The core hours will be 8.30am-5.00pm however flexible working is required to accommodate evening and weekend events.

	25. 
	To contribute to the strategic direction and operational effectiveness of the College 

	26. 
	Ensure the responsibilities of the post are carried out in a way that reflects the standards, vision and values of the College

	27. 
	Deliver on key performance indicators across the College, aiming to deliver continuous improvement 

	28. 
	Promote the College with employers, sector bodies, schools and the local community, developing effective partnerships with employers, the funding agencies and other representative bodies

	29. 
	To proactively promote Safeguarding practice, EDI and Health and Safety 









NOTE

This job profile provides an overview of the principle duties and responsibilities of the role. It is not intended to be exhaustive. It is anticipated that the content of jobs will change over time whilst remaining within the broad remit of the role.

This job profile does not form part of your contract of employment.
 





PERSON SPECIFICATION

	Role:  Schools and Events Officer
	E/D
	A
	I
	T

	Qualifications:  

	1. 
	Level 2 Maths and English or equivalent
	E
	✔
	
	

	2. 
	Educated to level 3 standard or above
	E
	✔
	
	

	3. 
	Degree or equivalent.
	D
	✔
	
	

	4. 
	A relevant AIG qualification
	D
	✔
	
	

	Experience and Skills:

	5. 
	Of supervising and directing others work
	D
	✔
	✔
	

	6. 
	Of working in a marketing capacity in a similar organisation. 
	D
	✔
	
	

	7. 
	Of working within an educational environment.
	E
	✔
	
	

	8. 
	Of working with 14-19 learners.
	E
	✔
	
	

	9. 
	Working with a range of external partners & agencies.
	E
	
	✔
	

	10. 
	Coordinating events & exhibitions.
	D
	✔
	✔
	

	11. 
	Of public speaking or delivering workshops/lessons
	E
	
	✔
	

	12. 
	Microsoft Office applications.
	E
	✔
	
	

	13. 
	Of Further & Higher Education provision & progression routes.
	E
	✔
	✔
	

	14. 
	Pre 16 schools system
	E
	
	✔
	

	15. 
	Excellent oral and written communication skills at all levels and ages eg.from young people to senior management level.
	E
	✔
	✔
	

	16. 
	Dynamic & creative approach.
	E
	
	✔
	

	17. 
	Excellent organisational skills.
	E
	
	✔
	

	18. 
	Ability to work under pressure while remaining calm.
	E
	
	✔
	

	19. 
	Full driving licence 
	E
	✔
	
	

	20. 
	Access to own transport 
	E
	✔
	
	

	21. 
	Able to drive a minibus.
	D
	✔
	
	

	22. 
	Ability to confidently and credibly deliver programmes/talks to a wide range of audiences
	E
	
	✔
	

	23. 
	To liaise across a variety of departments or organisations to successfully deliver results 
	E
	
	✔
	

	24. 
	Ability to understand and analyse information and data
	E
	
	✔
	

	Personal Attributes: 

	25. 
	A positive, can do attitude, with the ability and initiative to find successful solutions 
	E
	
	✔
	

	26. 
	Energetic, engaging & enthusiastic team member
	E
	
	✔
	

	27. 
	Commitment to continuous quality improvement.
	D
	✔
	✔
	

	28. 
	Commitment to College standards of performance and policies
	E
	
	✔
	

	29. 
	Demonstrate a genuine commitment to uphold and promote equal opportunities and diversity
	E
	
	✔
	

	30. 
	Commitment to quality and excellence through evidence of continuing professional development
	D
	✔
	
	

	31. 
	Demonstrate a knowledge and understanding of Safeguarding / Child Protection issues relevant to the post
	E
	✔

	
	



KEY: 

	E
	Essential 

	D
	Desirable

	A
	Assessed by Application Form  

	I
	Assessed by Interview

	T
	Assessed by Test 
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