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Job Description
Job Title:

Enrichment Engagement Officer 
Salary:

£19,073.65 – £20,218.96 per annum (actual)
£23,615 - £25,033 per annum  
Contract:
Term time only, 42 weeks, fixed term from September 2018 to December 2018, full time 37 hours per week
Closing Date:
16 July 2018






Job Ref: 18036
Job Summary: 
The team of four Enrichment Engagement Officers will work together to design and deliver a broad offer of enrichment activities that develop the essential life skills of students in line with Bradford’s Essential Skills Funding criteria. Enrichment Engagement Officers will work directly with students to assess their skills and support and encourage them to broaden and develop their experiences taking full advantage of opportunities available to them. The post holders will hold key responsibility for maximising the engagement of young people within an allocated department to implement the Essential Skills Funding strategy under the Bradford College Plus programme. 
Main Responsibilities:
· To engage Bradford College Students in activity which will enable the student(s) to extend their employability skills and extend the capacity of the role.
· To promote and maximize student involvement and engagement with enrichment activities which develop students’ skills and attitudes outside of timetabled activities. 
· To actively identify, network and engage with local community groups and organisations in the development of activities to support Essential Life Skills development. 
· To assess student’s skills and create personalised action plans to support further development, monitoring progress at regular intervals 
· To organise and coordinate a range of events and activities which develop the Essential Life Skills of students.
· To develop resources for extracurricular activities and the Essential Skills Development Programme and deliver these to a high standard 
· Organise campaigns and opportunities for charitable work, including fundraising where appropriate, taking responsibility for cash handling

· To meet set targets for student engagement and delivery of enrichment activity in line with agreed performance indicators 
· Accurately record and produce reports on student engagement with enrichment at regular intervals, awarding the Bradford College Plus award commensurate with student engagement
· To undertake tasks relating to the effective management and storage of documentation.

· Organise and deliver events to celebrate the successes and achievements of students 
· To assist with the development of curriculum related activities to enrich and complement the student experience. 

· To network internally with relevant staff to support the delivery of activities.

· Attend and contribute to appropriate team meetings, staff development and marketing activities 
· To liaise with curriculum staff and support staff to ensure positive outcomes for students.
· As a term of your employment you can be required to undertake such other duties, temporarily or on a continuing basis, as may be required of you commensurate with your grade/level in the college.

The post holder will be required to:
· Undertake a Disclosure and Barring Service check for this post.

· Commit to the College child protection policy and promote a safe environment for children and young people learning within the College.  Be alert to any indication or allegation of abuse and take appropriate action under the College procedures for the protection of children and vulnerable adults.

· Promote equality of opportunity and diversity in all aspects of the job and to challenge inequality and discrimination.
· Support the College management in all health and safety matters and take reasonable care for the health and safety of yourself and other persons who may be affected by your acts or omissions at work.

Person Specification
	Job Title: Enrichment Engagement Officer                                                                              Job Ref: 18036
Applicant Note: You must list ALL relevant qualifications on your application, including any equivalent qualifications, together with grades.  Failure to do this will result in applicants not being shortlisted.

	CRITERIA
	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS & AWARDS

Evidence of all qualifications and awards will be required before commencement of employment.  Failure to provide evidence will lead to all offers of employment being withdrawn.
	· Degree or equivalent qualification in a relevant subject area or willingness to work towards one. 
· GCSE A*- C or nationally recognised level 2 qualification in Maths or equivalent. (e.g. CSE 1, O Level A – C) 

· GCSE A*- C or nationally recognised level 2 qualification in English or equivalent. (e.g. CSE 1, O Level A – C) 
	· A teaching qualification and/or youth work qualification or equivalent.



	EXPERIENCE, SKILLS 

& KNOWLEDGE
	· Experience of working in education or youth work setting
· Experience of using a database 
· Excellent organisation skills

· Good presentation skills

· Strong communication skills

· Experience of event management and organisation and/or project management

· Ability to work on own initiative and with minimum supervision. 

· Ability to deliver work to strict deadlines

· Knowledge of current and emerging themes relating to enrichment and essential life skills. 
· Experience of working with a diverse range of people
· Able to use IT software such as Microsoft Office applications
	· Teaching experience.

· Experience of working in a further/higher education institution

· Experience of delivering and facilitating group work sessions.

· Experience of working in a large organisation.

· Bid writing and/or fundraising skills



	OTHER REQUIREMENTS
	· Able to work flexibly.  

· Able to work independently and as part of a team.

· Able to think strategically.

· Able to analyse, interpret, summarise and report on information/data.
	



Conditions of Service – Support Staff

Salary

Any queries on pay should be raised at offer.  Increments are awarded annually in September, subject to a minimum of six months’ service in the post.  Salaries are paid monthly by credit transfer into a bank or building society account on or about the 26th of each month.  

Pension Scheme 

New employees automatically join the West Yorkshire Pension Scheme.  Full details will be given on appointment. 

Holiday Entitlement 

The entitlement for this post is 30 days per year.  The holiday year runs from 1 September to 31 August.  New staff will receive a proportion of their full year’s entitlement according to completed calendar months of service as at next 31 August.  We try to honour holidays booked at the time of appointment wherever possible.  Holiday entitlement for part-time staff is proportional to the number of contractual hours/days per week. 

Term-time only appointments

College vacations do not generally coincide exactly with school holidays.  You will be required to take (and be paid for) a quarter of your leave entitlement at the end of each academic term, i.e. during the College Christmas, Easter and Summer vacation periods.  The remaining quarter of your entitlement will be taken, at your discretion and in agreement with your line manager during term time or at the beginning of the summer vacation period.

Probationary Period 

All external appointments are subject to an initial six-month probationary period during which progress is monitored and regularly reviewed.

Staff Development


The College encourages staff to develop their skills and knowledge through education and training identified jointly through discussions between managers and staff.  Staff may apply for financial support and/or time off to pursue relevant courses of study and such requests will be supported wherever possible. 

The College operates a no smoking policy across campus.

