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Higher Education Coordinator

Working hours	Full-time (40 hours per week) preferred, but part-time could be considered. 
Term-time plus two weeks
Contract 		One year fixed-term
Salary		£30,019pa Actual : £35,000 (Full-time equivalent)
Pension scheme	Local Government Pension Scheme
Line manager	Senior HE Coordinator
Start Date		Spring term 2024

Key Responsibilities

· Coordinate a high-quality university preparation programme, including for students, staff and parents
· Liaise with higher education providers to ensure that students receive timely, accurate and detailed advice and guidance
· Work with the careers team to ensure that students are supported to make coherent and logical choices which consider both university study and career plans
· Support the school’s strategy to ensure more students can access highly selective courses,  institutions, including degree apprenticeships.

Specific Tasks
· Ensure that all students consider a broad range of university options, using internal and external resources to achieve this, with a particular focus on diversifying both course and university choice.
· Provide all students with the opportunity to visit at least two higher education providers during their time at LAET and proactively identify opportunities for more specialised opportunities.
· Support students through the student finance system, identifying relevant scholarship and bursary opportunities.
· Ensure that students with contextual flags are supported to access the university programme fully and integrate with the careers team’s identification of our most vulnerable students.
· Coordinate the submission of high-quality university applications through the UCAS system.
· Monitor and analyse offer and destination data in order to refine the programme.
· Monitor all applications to ensure that relevant deadlines, including early entry deadlines, are met.
· Coordinate the provision of high quality references for all applicants.
· Work with the US Admissions Lead to ensure that students make coordinated decisions and applications.
· Plan and deliver opportunities for students to hear from and speak with relevant colleagues from higher education institutions.
· Deliver staff CPD, including on reference writing.
· Coordinate the preparation for Oxford, Cambridge and other admission tests.
· Work alongside colleagues from LAE Tottenham’s Chrysalis East programme to ensure that high-quality university guidance is provided to students in each feeder school.
· Maintain accurate and detailed knowledge of widening participation schemes and criteria for each university, particularly those with high tariff entry.
· Provide all year 12 students with a comprehensive menu of widening participation and assisted application programme opportunities and encourage comprehensive take-up to improve offers in Year 13.
· Coordinate the submission of high quality references for widening participation and work experience programmes which prepare students for university applications.
· Provide a high quality offer for parents, in support of their child’s university application
· Provide support with navigating financial and other barriers to application e.g. those relating to immigration status
· Cultivate links with higher education institutions to ensure that LAE Tottenham students are supported with the very best information, advice, guidance and opportunities

For further details on the position, please see the appendices below for a detailed person specification and the general responsibilities as a member of staff at LAE Tottenham.



Appendix 1 - Person Specification

	Essential professional criteria
	How these will be confirmed

	Qualifications:
· A good honours degree or equivalent
· Excellent grades at A-Level or equivalent
	
Sight of original exam certificates / academic qualifications will be requested

	Knowledge/Experience:
· Strong understanding of school culture and context.
· Experience of positive and impactful work with young people
· An excellent understanding of the UK university admissions system
	
Confirmation of former relevant employment will be requested.

To be tested at interview

	Skills and Qualities:
· The ability to build and sustain productive professional relationships
· An unwavering belief in the primary importance of safeguarding young people
· A passion for helping young people to achieve their potential
· An excellent team member
· Adaptability and flexibility
· A sense of humour and positive outlook
· Strong communication skills
· An efficient and effective administrator, able to effectively meet deadlines
· An ability to plan time effectively to meet clearly defined goals
· The ability to review systems and processes to ensure quality and efficiency


	
There will be opportunities at interview to discuss experiences and examples that demonstrate these.

Referees will also be asked about these skills and qualities.

	Desirable professional criteria
	How these will be confirmed

	Knowledge/Experience:
An excellent understanding of Higher Education, including the barriers faced by students from disadvantaged backgrounds
	
Confirmation of former relevant employment will be requested.



Appendix 2 – Other information

General responsibilities as a member of LAE Tottenham staff:
· To promote a culture of aspiration for all of our students
· To be supportive and understanding of the differing needs of young people
· To play a full part in the CPD programme, including prior to the start of the academic year
· To take part in evening and weekend events as appropriate
· To model intellectual rigour and a can-do attitude
· To support an atmosphere of openness and honesty
· To care for all other members of the school community
· To show a genuine passion for social mobility

Further information:
· This job description does not form part of the contract of employment. It describes the way the post holder is expected and required to perform and complete particular duties
· The job description is not necessarily a comprehensive definition of the post. It will be reviewed regularly may be subject to modification or amendment at any time after consultation with the holder of the post
· This job description allocates duties and responsibilities but does not direct the particular amount of time to be spent on carrying them out and no part of it may be so construed
· This job description may be varied to meet the changing demands of the school at the reasonable discretion of the Headteacher
· The post holder may deal with sensitive material and should maintain confidentiality in all school related matters
· This role will involve flexibility in terms of working hours and days to be discussed at interview

Appendix 3 - Recruitment and selection policy statement
We are committed to diversity and inclusion and proactively seek to recruit a diverse staff body. Job Description Headteacher’s PA The London Academy of Excellence Tottenham is committed to the safeguarding and welfare of children and applicants must be willing to undergo child protection screening appropriate to this post, including checks with past employers and the Disclosure and Barring Service. Please note that this role ‘exempt’ from the Rehabilitation of Offenders Act 1974 and therefore, you are required to declare any convictions, cautions, reprimands and final warnings that are not ‘protected’ (i.e. filtered out) as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013). Further information is available on the school's website.
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