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JOB SPECIFICATION



Post Title:  		Community and School Liaison Officer (Maternity Cover)

Line Manager:  	Head of Marketing & Admissions

Pay Band:  		Band D


JOB PURPOSE

The post holder will operate within the Marketing team to raise the profile of the college, enhance college communications and support the delivery of our strategic plan.
	
All staff have a responsibility for safeguarding and promoting the welfare of children, young people and vulnerable adults.

SPECIFIC DUTIES

1. Build effective relationships with relevant partner organisations, particularly with 6th forms, colleges, and adults in the community, to raise awareness of post-18 college opportunities.

2. Deliver targeted activities to 6th formers, college students and adults, to raise the profile of college opportunities, for example, through assemblies, community stalls and workshops.

3. Promote our adult courses, Higher Education and employer-led provision via specific campaigns through agreed channels and events.

4. Provide comprehensive information, advice & guidance to prospective students and key stakeholders relating to careers, college courses and apprenticeships, financial support, transport and accommodation.

5. Support, and deliver when required, a range of post-16 school liaison events and attend activities in catchment schools, including evening work. For example, assemblies, careers fairs, employability workshops and mock interviews, including the setting up of equipment and displays at these events where required.

6. Support the delivery of college marketing, for example, the development of student case studies, social media content creation, and press releases.

7. Support the recruitment and training of student ambassadors and support them to develop ideas to support college marketing.

8. Support the organisation of a variety of college events e.g. open evenings, taster days and prize giving ceremonies.

9. Support full-time admissions e.g. coordinating college tours and developing initiatives to engage applicants throughout their admissions journey.


GENERAL DUTIES

· Work flexibly to meet College requirements including on occasion working in other departments as directed by your line manager.  This requirement is likely to be particularly relevant during holiday periods.

· Comply with all College policies and procedures.  Within these boundaries, staff are expected to use initiative to resolve problems and address issues.

· Ensure the quality standards and performance measures applying to your area of work are met and facilitate continuous improvements in all aspects of the post.

· Maintain a safe environment by working within Health & Safety guidelines and being aware of your responsibilities for health and safety.

· Value diversity and promote equal opportunities.

· Comply with an agreed dress code appropriate to the job role and the tasks to be completed.

· Participate in Performance Management and Professional Development activities as required. Undertake further training as needed to ensure up to date knowledge and implementation of best practice.

· All Kendal College employees are expected to act as ambassadors for the College and promote the organisation and its services positively.

· Undertake any other duties and tasks appropriate to the grade and character of work as may reasonably be required.  

The details contained in this job description reflect the content of the job at the date the job description was prepared.  However, over time, the nature of individual jobs inevitably change; existing duties may be lost and other duties gained without changing the general character of the duties or the level of responsibility entailed.  Consequently, the College will expect to revise this job description from time to time and will consult with the job holder in so doing.
This job description produced June 2026



PERSONAL SPECIFICATION

POST: Community & School Liaison Officer

	
As a College employee you will be expected to embrace College values and implement College policies and procedures by: -

· Seeing learners as our priority
· Embracing equal opportunities and respecting diversity
· Working co-operatively with colleagues
· Respecting and valuing the work of all our stakeholders
· Striving for continuous improvement
· Adhering to College policies and procedures
· Promoting the welfare of children, young people and vulnerable adults





	
ATTRIBUTES
	
ESSENTIAL
	
DESIRABLE

	Qualifications
	Level 3 qualifications

GCSE Grade C or above in English and Maths or L2 Literacy and Numeracy qualifications


	Marketing/ Careers/ IAG Level 3 or above

IT Level 2 or above

PGCE/teaching qualifications

	Experience
	

Experience of developing effective relationships/partnership working

Experience of working with adults and young people in a careers/ personal development environment



	
Experience within an FE or educational environment

Experience of creating and delivering engaging presentations & workshops

Experience of content creation and using social media platforms

Experience of developing promotional/information materials


	Knowledge and Skills
	
The ability to travel with equipment to catchment schools & events

Excellent written, IT and communication skills

Knowledge of careers education

Ability to relate to young people and adults

Team player with enthusiasm and perseverance

Good copywriter/proof reader

Evidence of very good organisational skills, encouraging positive, collaborative working practices

Ability to communicate effectively at all levels both internally and externally

Ability to work with minimal supervision but to refer issues appropriately on own initiative

Ability to prioritise, to work under pressure and to meet deadlines

Attention to detail 

	
Full clean driving licence



Essential requirements are those without application will not normally be considered for appointment
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