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JOB SPECIFICATION



Post Title:  		Student Experience, Services and Progression Officer

Line Manager:  	Student Experience and Progression Officer Team Leader 

Faculty:                      Business Engagement & Training

Pay Band:  		Band D


JOB PURPOSE

The post holder will operate within the team coordinating work experience and industry placements and supporting the college to meet the Gatsby benchmarks.
	
All staff have a responsibility for safeguarding and promoting the welfare of children, young people and vulnerable adults.

SPECIFIC DUTIES

1. Proactively work with employers, curriculum & support staff, and students to source, administer and monitor high quality 35-hour work experience and T-Level industry placements for students

2. Monitor student progress on 35-hour work placements, and work with students and curriculum staff to create targets and collate feedback on these targets.

3. Challenge full time students’ non-attendance on all aspects of the programme of study prioritising work-placement and English and maths

4. Encourage and develop student enrichment activities, including support for planning and implementation of student trips and visits and other out of class activities. This would include collection and collation of information and monies, and involvement in communicating to students and families about trips and visits.

5. Support the recruitment of student ambassadors and other roles that would enhance the student’s experience.

6. In addition to the careers input provided by teaching staff, provide individual information, advice and guidance to current students who are unsure of their destinations and/or need support to write their applications for progression, such as job and apprenticeship application forms, CV preparation and UCAS support.

7. Disseminate labour market information, including the College’s apprenticeship opportunities. Support the development of careers resources and events.

8. Maintain a current knowledge of national legislation and policies relating to careers.

9. Promote and support recruitment to the Directorates short AEB programmes and support Student Services with enrolment processes and course referrals.

10. Disseminate student activity on social media platforms.
 
11. Assist with College school liaison, marketing and information events when needed.

12. To provide effective and friendly reception duties, acting as first point of contact to visitors, students, and staff.
13. Signpost students and visitors to the correct departments, rooms etc.
14. Support the wider enrolment and application processes when needed.
15. Assist with any other administrative or promotional tasks as required.



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.
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PERSONAL SPECIFICATION

POST:	Student Experience and Progression 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 4/C or above in English and Maths or L2 Literacy and Numeracy qualifications


	Careers and/or advice and guidance up to Level 6 or above
(or the desire to achieve a Level 6 in Careers within 2 years of being appointed) 

IT Level 2 or above



	Experience
	


	
Experience within an FE or educational environment

Experience working with employers

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


	Knowledge and Skills
	
Knowledge of careers education

Ability to relate to young people and adults

Team player with enthusiasm and perseverance

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 

Excellent written, IT and communication skills

	




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