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JOB DESCRIPTION

Job Title: Outreach and Student Recruitment Assistant
Grade: SG4
Department: Outreach, Recruitment and Admissions

Responsible to: Outreach Project Lead and Student Recruitment Senior
Officer

Responsible for: N/A
Key Contacts:
Standard Occupational Classification (SoC code): N/A

Non-Contractual Nature of Role Profile: This role profile is non-contractual
and provided for guidance. It will be updated and amended from time to
time in accordance with the changing needs of the University and the
requirements of the job.

PURPOSE OF ROLE

The postholder will act as a key operational and administrative support
across Student Recruitment, Events, Admissions, Outreach activity. This will
include acting as a first point of contact for school engagement queries and
coordinating between teams where needed, to ensure a positive high-
quality experience for prospective students from diverse

backgrounds, driving applications and applicant conversion to the
University.

The post holder is responsible for following work and project plans to
complete the logistical and administrative elements of the setup, running,
and set down of Access and Recruitment events and activities

and administrative tasks necessary for the smooth running of each
function (including Recruitment, Events, Admissions and Outreach).

KEY ACCOUNTABILITIES
Team Specific:

e Follow established procedures and work plans to complete the
logistical and administrative elements of the setup, running, and set
down of department activities and events, including, but not
limited to: room bookings, facilities requests, catering requests, stock
checks, welcome pack construction, and staff (student ambassador)
requests
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e Support the preparation and tracking of risk assessments for
ambassador activity and off-campus events and travel

e Coordinate ambassador communications and processes such as event
briefs, scheduling and record keeping

e Deliver campus tours and support on-campus activities for
prospective students

e Assist staff working across the Directorate of Marketing and External
Relations, other Directorates and the University Faculties in the
delivery of student recruitment and conversion activities, digitally and
physically both on and off campus

e Develop and maintain a good knowledge of the UK education system
to respond and relate to potential students and their supporters in an
authentic first-hand context

e Monitor schools and colleges inboxes, responding to enquiries and
escalating requests to the appropriate teams where necessary

e Database management and analysis, including:

e accurate recording keeping using predetermined procedures
to collect, organise, upload or export data sets

e perform basic checks to establish basic facts and report any
mismatch, failure or anomaly

e Maintain accurate records across student recruitment and Outreach
systems for example data imports, cleaning data and report
preparation for senior staff to analyse.

e Review and report on competitor events by following an established
process

e Administrative tasks for the smooth running of department offices,
including:

e |IT asset management for staff, events and the office, for
example allocating iPads to staff for events

e Raising and tracking of purchase orders and purchases, for example
booking conferences

e Responding to requests to make administrative arrangements
including, but not limited to, booking meetings, parking, travel and
trip planning, and collating meeting papers

e On occasions, use judgement, initiative or creativity to research new
suppliers within defined parameters, for example suppliers for goodie
bags in line with the University goals of sustainability

e Provide operational support for Confirmation, Clearing and Welcome

e Participate in Open Days, including supervising student staff and
deputising, as necessary.
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e Must be an ambassador for the University brand at the events and
activities the role holder is required to attend.

e An ability to work hours and weekends outside of those contracted at
certain times of the year, for example clearing, open days, etc

e A willingness to travel to any of the University's sites as necessary

Managing Self:
e Have a proactive approach
e Awareness of own world view, positive attitudes towards cultural
differences, and knowledge of different cultural practices.
e Show consideration to others and refer to relevant people if
necessary.

e Have sufficient knowledge or expertise to undertake day to day work
without direct or continuous reference to others.

e Keep colleagues informed of work and progress with tasks, to ensure
coordination of effort and that work is done effectively.

e Plan, prioritise and organise your own work to achieve
agreed objectives.

e Any other duties appropriate to the post and grade

Core Requirements:

e Adhere to the University’s policies on Equality, Diversity and Inclusion
and Information Security.

e Ensure compliance with Health & Safety, Data Protection and Equality
Legislation.

e Adhere to the university’s Sustainability policies, including the Carbon
Management Plan, and carry out duties in a resource efficient way,
reflecting the shared responsibility of minimising the university's
negative environmental impacts wherever possible.

e Adhere to current legal requirements and best practice relating to
digital content and accessibility, including Web Content Accessibility
Guidelines when creating digital content.

Additional Requirements:
Undertake any other duties as requested by the line manager or appropriate
senior manager, commensurate with the grade.

This is a professional, demanding role within a complex organisation with an
ambitious strategic plan and agenda for change. The role holder will be
expected to show flexibility in working arrangements, including working
hours, to ensure that Marketing and External Relations delivers the required
level of service.
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Must be willing to undertake an enhanced DBS disclosure check.
Satisfactory clearance is a prerequisite for this role to work with children
and/or vulnerable persons.

Freedom of speech and academic freedom:

In any matter falling under this job description, the university will have
particular regard to, and place significant weight on, the importance of
freedom of speech within the law, academic freedom and tolerance for
controversial views in an educational context or environment. The
University’s commitments to freedom of speech and academic freedom are
set out in the Freedom of Speech Code of Practice. In the event of any
conflict between this job description and the Freedom of Speech Code of
Practice, the Freedom of Speech Code of Practice will take precedence.

KEY PERFORMANCE INDICATORS:

e Support the team in meeting prospect capture and lead generation
targets

e Contribute to the delivery of student recruitment application
targets (including from target schools and colleges)

e Target numbers of widening access students engaged

e Improved conversion

e Effective operational support which contributes to enrolment targets

KEY RELATIONSHIPS (Internal & External):
e Marketing and External Directorate staff

e Faculty Event Leads

e Student Ambassador Team and Student Ambassadors

e Facilities Management staff

e Information and Library Services staff

e External suppliers

e School, college and community group staff, including teachers,
subject leaders and careers advisers

e Staff at partner organisations
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PERSON SPECIFICATION
EXPERIENCE:

Essential Criteria
e Higher education experience

e Knowledge of the UK education system
e Knowledge of UCAS

Desirable Criteria
e N/A

SKILLS:

Essential Criteria

e Using cultural competence to inform cross-cultural working,
communication and problem solving

e Confident and critical use of information and digital technologies

e Organisational and administrative skills

e A range of IT skills (especially Microsoft Excel, MS Teams and
Outlook) and ability to take on skills to work with bespoke systems

e Ability to work accurately with high attention to detail and data
processing skills, able to collect, collate and organise data in
preparation for monitoring and reporting

e Interpersonal and communication skills

e Commitment to providing excellent customer service

« Ability to coordinate activity across teams and stakeholders

e Ability to manage competing priorities and respond to a high volume
of enquiries

Desirable Criteria
e Able to deliver presentations to various audiences

QUALIFICATIONS:

Essential Criteria
e Level 3 qualification or equivalent experience

Desirable Criteria
e A degree or qualification in administration, education, or
communication-related fields.

PERSONAL ATTRIBUTES:
Essential Criteria

e We are looking for people who can help us deliver the values of the
University of Greenwich: Inclusive, Collaborative and Impactful.
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Desirable Criteria
e N/A
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