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DERBY college




	Role:   School Engagement Coordinator

Reporting to – 14-19 School Liaison Manager

Base – The Round House

	Hours                                37 hours per week – some evening work may be required
Contract Type                  Support
Holidays                           20 per year subject to service increases

Salary                               APT&C Fixed Point 26, £22,996 per annum


	Job Purpose 

To provide a professional, proactive approach to all aspects of school engagement, working within the 14-16 team to promote both pre-16 vocational programmes, and for both internal and external year 11 pupils, provide IAG, tasters and tours where appropriate. To actively engage with schools, attending a range of events including year 9 options process, transition to college days, world of work and employer engagement sessions, where possible.  To provide detailed and accurate data and analysis on all aspects of school engagement and support the School Liaison Manager in the day to day operational responsibilities within the 14-16 team.


	Key Responsibilities

· Coordinate and carry out school engagement activities with support from Student Services and wider curriculum
· Develop and nurture, positive school relationships across the city and County, working to increase the number of applications and procure new relationships both pre-16 and post 16
· Attend all internal and external events relating to school engagement, including Year 9 Options, Year 11 transition events, world of work and employer engagement activities. Delivering workshops and presentations to school pupils / parents /staff
· Develop a robust and thorough knowledge of qualifications offered at Derby College, including Pre-16, Post 16 and HE    

·  To work with current internal Year 11 pupils across college to provide IAG on next steps and support choices, arranging visits to other areas and talks to staff where appropriate. 
· Record, track and report on IAG visits, recoding intended destination data and subsequent progression analysis. Providing detailed analysis on all IAG processes and support students in making appropriate and positive choices
· Work with Curriculum to plan and develop events that promote their area to school pupils, including tasters and visits
· Provide detailed records of all external school engagement activities and share data with appropriate areas, managers, as needed. Detailing effective activities and identifying any weaknesses 
· To take the lead on the organisation, tracking and the keeping of records of all, pre-16 work experience provision across the curriculum areas, working with school, parents, pupils and curriculum area to organise and monitor these placements
· To work with the Pre-16 team in the organisation of all 14-16, Year 10 and 11 events, including Skills competitions, graduation events and promotional tasters and tours.
· Keep diary of forthcoming events, plans and share with key staff.

· Attend both internal and external meetings as directed by line manager

· Act as a point of contact for partner schools, working to support 14-16-year-old pupils, attending vocational options at college.

·   To confidently deputise for the 14-16 School Liaison Manager, where appropriate.  

·  Respond to enquiries, referring on when appropriate.

· Distribute information/literature/publicity materials using the most appropriate communication method.
· To take the lead on marketing materials and resources, working with the Marketing team to provide appropriate marketing materials and resources for the area.

· To take the lead on the production and content of the Pre-16 prospectus, working with curriculum areas to develop course information and qualification offer.
· To work with curriculum teams, exams department and schools to schedule examinations and coordinate the gathering of necessary and pertinent access arrangements.

· To take responsibility for ones own professional development and continually update as necessary.

· To comply with Equal Opportunities policies and to assist in the development of Equal Opportunities.

· To comply with all Health & Safety, Child Protection & Safeguarding, Risk Management policy and legislation in the performance of the duties of the post.  

· To take reasonable care of your own health, safety and welfare and that of any other person who may be affected by your actions or omissions whilst at work.  You are also required to co-operate with the College to enable it to fulfil its legal obligations.  Appropriate information, instruction, training and supervision will be provided to enable you to perform your duties in a manner that is deemed safe and without risk to health.

· To comply with all aspects of the Data Protection Act.

· To adhere to the College’s Computer Network Acceptable Use Policy.

· To undertake risk assessments for any new activity and to ensure risk assessment checks are carried out for any on-going activity.

· To carry out any other reasonable duties within the overall function, commensurate with the grading and level of responsibility of the job.


	Competencies
· Ability to communicate effectively with excellent interpersonal skills 

· Excellent organisational skills
· Excellent literacy and numeracy skills 

· A proven ability to work with high levels of accuracy, exhibiting attention to detail.

· A proven ability to juggle multiple priorities in a calm and efficient manner 
·  Practical IT Skills
· Self-motivated, positive outlook 
· Can work within a team or on own initiative 
· Ability to prioritise and manage own time
· Good personal/professional presentation
· Excellent customer service skills
· Eagerness to learn, enthusiastic 
· Flexible and adaptable
· Flexible approach to working hours with some evenings
· Maintain confidentiality


	Knowledge

· Knowledge of local and wider school landscape and the FE sector 

· Knowledge of Microsoft systems (word, spreadsheets and databases) 
· Administration procedures and systems

· High Level Customer service knowledge
· Health and Safety awareness


	Qualifications

Essential

· Level 2 English and Maths (GCSE grade A-C) 
· IAG qualification or willingness to work towards

· Relevant L3 qualification

· Full driving Licence and access to a car 
Desirable

· Degree

· IT qualification
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