

HEREFORDSHIRE, LUDLOW and NORTH SHORPSHIRE COLLEGE
Job Description
POST TITLE: 
School Liaison Officer 
HOURS:
37 hours per week 
RESPONSIBLE TO: 
Head of Marketing 
JOB PURPOSE:
Under the direction of the Head of Marketing raise awareness of Herefordshire, Ludlow, and North Shropshire College. Promoting A Levels, Vocational qualifications, and Apprenticeships to students in feeder schools and within the key catchment areas. Always representing the brand and supporting students in making appropriate choices for their next step. 

MAIN DUTIES AND RESPONSIBILITIES

A flexible approach is required for the job, as the duties may be changed within the scope of the post.
Partnerships 
· To seek creative and innovative ways that the College can maximise its exposure to students, parents, and schools. 

· Build effective relationships with key school contacts and delivery partners to maximise promotional opportunities and build essential links with the schools. 
· Maintain an up-to-date database of school contacts.

· Working with key college staff organise a careers advisor IAG event annually to promote the colleges curriculum offer and new developments.

· Support recruitment and transition advice and guidance events in partner schools.

School Promotional Activities 
· Coordinate the delivery of an effective school events calendar including classroom presentations, assemblies, careers events and workshops.

· Work with curriculum faculties as a school link person to build connections, provide experience opportunities to school students, and help facilitate and enhance the school’s liaison delivery. 
· Organise diary dates, deliver engaging presentations/workshops and prepare resources for transition events in partner schools.  

College Activities  

· Play a lead role in the development and promotion of college recruitment events for different age groups, for example, Year 10 tasters, New Student Days, Open Days, etc. 
· Take responsibility for the effective communication and recruitment to college events via the schools. 
· Play a key role at colleges advice and guidance events as the college’s school liaison lead, supporting individuals from partner schools as required. 

· As part of the wider student services team support the college’s full time enrolment process, ensuring a key presence and support for new school leavers/ enrollers for their effective and smooth transition to college. 

· Support delivery sessions internally, as appropriate/required, to support students’ skills development, broader college experience and career progression. 

Miscellaneous  
· With the support of the Head of Marketing review, monitor and evaluate on a regular basis the effectiveness of the Schools Liaison delivery. 
· Have oversight of recruitment by feeder school planning targeted interventions with the support of the Head of Marketing. 

· Support the colleges admissions process by providing students and schools with essential application information and signposting application enquiries effectively. 

· Support with the development of appropriate materials and website information to support advice and guidance, and transition from school to college, for school leavers and parents. 
· Support the broader Marketing team with any other duties as required.

Staff Development, Safeguarding, Health and Safety and Equality and Diversity

· To attend and actively participate in college staff development events.

· To participate in the College’s appraisal scheme and any training deemed appropriate for the post. 
· To be prepared to undertake training in first aid with a view to becoming a college first-aider. 
· To adhere to college policies, including health and safety, safeguarding, Prevent and equality and diversity and to manage staff within the department to do the same.  
· To observe and comply with the College’s Safeguarding Policy and with Keeping Children Safe in Education. 
Personnel Specification
	

	Essential 
	Desirable  

	Education, qualifications

and training


	· Hold or working towards a relevant degree level qualification.

· GCSE grade 4 or equivalent in Maths and English.  

· Level 2 qualification in ICT or proven IT skills.
	· PGCE.
· Information, Advice & Guidance qualification (IAG) Level 2 or above. 
· Evidence of ongoing professional development.

	Experience


	· Experience delivering engaging presentations.
· Planning and organising events.
· Proven presentation and written communication skills.

· Experience of developing effective relationships/partnership working

· Experience of developing promotional / information materials
· Experience working with young people.

· Experience representing a brand in an outward facing role.
	· Relevant experience in the education sector. 

· Experience in the promotion of education/training

· Working within FE sector.



	Skills and abilities


	· Professionalism and ability to establish rapport with a wide range and variety of people.
· Ability to manage workload and complete tasks in a timely manner.
· Excellent organisational skills.
· A flexible approach to working hours and an ability to multi-task. 
· Ability to work independently
	· Ability to evaluate service provision and report findings.


	Motivation and personality


	· Sensitivity and awareness of people’s needs.
· Resilience, patience, and tolerance.
	· Sense of humour.


Originator: Head of Student Services – August 2023  

