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Job Description

Job Title:     

Schools Liaison & Events Officer
Grade:

5
Responsible to:
Marketing Manager 
Introduction

The College Group’s Vision and Values are embodied in the following statements:
1. The acquisition of knowledge which is linked to tangible skills development in a safe learning environment is the essence of a quality learning experience. If this process also challenges reasoning, planning and individual organisation then it will develop valuable learner skills allowing individuals to realise their full potential. Sparsholt College Group is committed to widening participation in all its learning activity and is committed to making provision available at all academic levels to match the diverse needs of our learners.

2. The College Group is committed to the principles of partnership and collaboration with a range of likeminded organisations on a local, regional, national and international basis and will deliver its Vision and Values through a culture of a professional, open and self-critical organisation that embraces change and believes in high quality and where responsible contribution of individuals is encouraged and valued at all levels.

3. The College Group is committed to encouraging and demonstrating enterprise, entrepreneurialism and innovation amongst learners and staff through the curriculum and to developing the commercial activity of the College Group.

Purpose
The overall purpose of this post is to ensure the College delivers an effective programme of school and college liaison and on-campus promotional events and activities throughout the year. 
You will work as part of the busy Marketing Team, in particular with the Schools Liaison and Marketing & Events Co-ordinators. You will help to implement a full programme of schools and college visits, promotional activities, open days, interview days, graduation/celebration ceremonies and large public events across both campuses by providing administrative support, co-ordination and staffing. 
This role will be based at the Sparsholt College campus with time each week at the Andover College campus. 
Main Duties and Responsibilities

1. To proactively support activities that are designed to ensure the College achieves its targets for student recruitment and enrolment, including attendance at a wide range of schools and college liaison and administering on-campus events and tours. 
2. Assist in the delivery of a comprehensive programme of promotional events and activities throughout the year for both Colleges (Andover and Sparsholt) and University Centre Sparsholt.

3. In conjunction with the Marketing Manager and the Schools Liaison Co-ordinator, undertake research to inform prioritisation and development of schools liaison and outreach activities. 
4. In close liaison with the Marketing & Events Co-ordinator and Curriculum and Business Support colleagues, help implement large-scale College events such as open events, Sparsholt Futures and graduation ceremonies.

5. To liaise effectively with, and provide advice to, senior managers, staff and external partners to support informed decision making in the long-term planning of events – including timely and effective delivery of departmental events such as Applicant Welcome, Taster and interview days. 
6. Work with colleagues to ensure the effective co-ordination of advertising, staffing, transportation, publicity materials and curriculum involvement for all College promotional events and activities.
Detailed Duties and Responsibilities

1. Provide the administrative support and co-ordination required to ensure representation at a wide range of schools and college/sixth form careers events including assemblies, workshops and careers evenings.
2. Create and present workshops and assemblies in order to support careers activities at schools and colleges and in external exhibitions and shows across Hampshire, Wiltshire, Surrey and Berkshire and the wider Southern region. 
3. Provide the administrative support and co-ordination needed to help deliver promotional events and activities. Work with colleagues in order to plan, develop and manage the efficient and effective running of all open events, interview days, campus tours, awards ceremonies, functions and other promotional activities.
4. Support digital and communications colleagues to ensure events are promoted through high quality content for on and offline marketing materials and media liaison.
Other

1. Ensure effective communication, liaison and relationships with partners, managers and colleagues and engage in effective team working.

2. Attend internal and external meetings, networking, marketing and other events.

3. Develop effective working relationships with key partners.

4. Proactively manage a heavy workload with supervision, prioritising own workload effectively and identifying where further resources are required to ensure events run successfully.

5. To participate in the College Group’s performance management process and to undertake and deliver appropriate staff development and training. 

6. To comply with and promote College Group Health and Safety policies and take appropriate responsibility to ensure the health and safety of self and others

7. Ensure compliance with and implementation of all College Group policies and procedures in respect of Equality and Diversity and support the achievement and integration of Equality and Diversity throughout all the College’s activities.
8. Ensure compliance of all College Group policies and procedures in respect of Safeguarding legislation.
9. To engage in professional development and networking for the purpose of continuous professional development and to inform the strategic planning process.

10. Undertake work outside of normal office hours including attendance at events. 

11. Travelling and working away from normal base as may be required from time to time.

12. To undertake such other reasonable duties as may be required from time to time and review this Job Description at least annually with the line manager through the College Group appraisal scheme.
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Notes:
This job description outlines the main duties and key performance outcomes of the role.  It is not exhaustive and may be varied by the College Group following consultation with the post holder. The job description, duties and key performance outcomes must be reviewed annually with the line manager and approved by  a member of the Strategic Leadership Team.

Person specification/Competency Profile 
Schools Liaison & Events Officer
When completing your application form please evidence how you fully meet each of the essential criteria 

	skills and core competencies
	How Measured

	Technical competency and knowledge (qualifications and training)
1. Degree or equivalent professional qualifications (D)
2. Experience of schools liaison or event management (D)
3. Good standard of Education including GCSE Maths and English at Grade C/4 or above, or equivalent (E)


	Qualification certificates

Application

	Experience, knowledge and judgement
1. Experience of working within the Further or Higher Education Sector (D)
2. Experience of key student recruitment activities including careers events, school liaison activity, assemblies and workshops (D)
3. Experience in effective planning, development, organisation and running of successful promotional events (D)
4. Experience of effective event promotion including input to the production of sales, marketing, publicity and information materials (D) 

5. Experience of monitoring and evaluating quality and effectiveness of events and activities as well as making recommendations for improvements to senior colleagues (E)
6. Awareness of relevant health and safety legislation and the need for risk assessments for events (D)
7. Ability to work proactively and independently with oversight – knows when and where to use judgement or seek appropriate guidance (E)
	Application, interview

Application, interview 

Application, interview
Application, interview 

Application, interview 

Application, interview 

Application, interview 



	Managing and developing the business, clients and services (skills and attributes) 

1. Skilled marketer with experience of development, implementation and monitoring of effective strategies and processes. (D)
2. Understands our core business, strategic priorities, values and client needs (E)
3. Seeks continuous improvement to enhance services, whilst maintaining core requirements. (E)
4. Strong track record of effective liaison with schools, colleges, teaching teams, employers or similar professional networks. (D)
5. Good IT/administration skills – in for example, PowerPoint, Excel, event registration and email delivery packages, and website content management systems (E)
	Application, interview 

Application, interview 

Application, interview 

Application, interview 

Application, interview 



	Personal qualities, communicating and relating to others.

1. Self motivated, positive thinking and a ‘can-do’ attitude. (E)
2. Makes time to think about how best to communicate key messages. (E)
3. Excellent communication – oral and written. (E)
4. Good presentational skills to students/stakeholders and other colleagues or ability to develop in a short period of time (E)
5. Able to produce accurate and timely written reports and deliver high quality presentations (E)
6. Able to maintain timely records of all schools liaison contacts and interrogate application data to target activity to deliver maximum impact on student recruitment (E)
7. Maintains and develops effective communication, liaison and relationships with colleagues and third parties (E)
8. Strong track record of working as a key representative with external agencies and organisations (D)
9. Track record of managing and prioritising a substantial workload and meeting deadlines (E)
	Interview

Interview

Application, interview 

Application, interview 

Interview

Interview

Application, interview 

Application, interview 



	Leading, relating to, and developing others

1. Experience in recruitment and supervision of student ambassadors or volunteers (D)
2. Establishes and maintains effective working relationships with colleagues and third parties at all levels. (E)
3. Ensures colleagues are appropriately involved and informed. Shares knowledge and learning with colleagues. (E)
4. Seeks relevant information on the different ways that colleagues work, to properly understand their needs and pressures, and the environment in which they operate. (E)
5. Awareness of and commitment to Safeguarding and Equality and Diversity legislation and policies. (E)
	Application, interview 

Interview

Application, interview 

Interview

Application, interview

	Other

1. Possession of a driving licence, (D)
2. Willingness to use own vehicle for business purposes (D)
3. Ability and willingness to undertake some travelling in the UK and abroad (E)
4. Ability and willingness to work flexibly (evening, weekend and enrolment duty) to meet the needs of the College Group, (E)
	Interview

Interview

Interview

Interview




