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	Description and Person Specification
Academic/Professional Services Staff


	Job title:  Outreach Officer	

Department: Student Recruitment Marketing.

Pay Band:  3 

Line Manager: Progression and Outreach Manager


	Role Purpose:
The Outreach Officer will deliver the widening access activities within our Access and Participation Plan, which aims to support young people and mature learners from disadvantaged and underrepresented backgrounds to access higher education.  This includes outreach programmes and campaigns aimed at engaging with schools, colleges, learners, and other key stakeholders to raise awareness and understanding of the creative and digital industries and future careers within in our industry, as well as supporting journeys into higher education through skills development workshops, and providing information, advice, and guidance.

The Outreach Officer works within the Student Recruitment Marketing team and collaborates with colleagues across the Institution, including the Access and Participation team, Academic Departments, and with colleagues in Admissions, Data and Planning, Communications & Content and Student Services.  


	Duties and Responsibilities:

· Responsible for programming and delivering the outreach activities within our Access and Participation Plan aimed at supporting journeys into higher education through skills development workshops and careers information, advice and guidance.
· Contribute to the achievement of access targets within the University’s Access and Participation Plan (APP) by supporting and encouraging learners from underrepresented and disadvantaged backgrounds to enrol onto our courses and by bringing forward new ideas to attract students to the University.
· Support and develop relationships with teachers and careers advisors in schools and colleges in APP priority areas. 
· Undertake visits to schools and colleges in partnership with academic staff and student ambassadors to deliver workshops and represent the University at information events. 
· Promote the full range of RUL’s Undergraduate programmes to young people, teachers, careers advisors, parents and other key stakeholders.
· Measure and analyse performance of activities using our CRM system and Higher Education Access Tracker (HEAT) database. 
· Undertake the management of data capturing and evaluation for all Outreach activities, providing data reporting and analysis for our Access and Participation Plan. 
· Utilise the CRM system and Higher Education Access Tracker (HEAT) database to monitor, analyse, evaluate, and report on all Outreach activities. 
· Undertake administrative support for all activities including, but not limited to; programming and promoting activities, organising logistics, itineraries, travel, materials, risk assessments and health and safety paperwork.  
· Act as an ambassador at Open Days and other Student Recruitment Marketing events on behalf of the University. 
· Manage Outreach social media platforms such as Instagram to promote our Outreach programmes. 
· Support the Outreach Manager with the management of the University’s relationships with schools, colleges, and collaborative Outreach networks.
· Deliver outreach programmes with our collaborative outreach networks - AccessHE, Linking London and Aimhigher London.
· Liaise and work collaboratively with academics across the University to support and deliver outreach activities. 


	Key working relationships (i.e. titles of roles, both internally and externally, with which this role holder interacts on a regular basis):

· Access and Participation (APP) team
· Student Recruitment Marketing team
· Admissions
· Communications and Content team
· Academics
· Student Services


	Resources Managed 
Budgets: n/a
Staff: n/a
Other: (e.g. equipment; space) n/a







	Knowledge and Experience

	Essential
	Desirable

	Education

Educated to degree or equivalent qualification at Higher Education level in a related discipline commensurate with the nature of the role. 
	

X



	




	
Higher Education knowledge
Demonstrable experience of working in UK further or higher education setting. 
	
	


X

	
Project management experience

Experience of coordinating and supporting the delivery of projects and events.

Experience of designing and delivering skills-based workshops, preferably in a creative and/ or digital discipline.

Experience of event organisation, campaign co-ordination and delivering events to the public. 

	




X



X



X
	

	
Administrative experience

Experience of working with a CRM system 

Experience of working in a campaigns environment 

	


X



X
	

	
Numeracy and analytical skills

Experience of producing impact assessment reports 
	



X
	



	Core Personal skills abilities and behaviours
	Essential
	Desirable

	Teamwork and communication
Excellent communication and collaboration skills with the ability to work within a team and with multiple teams across boundaries to deliver a common strategy. 

	

X
   
	

	Customer focus and service

Excellent customer service skills and ability to provide a service to a range of different stakeholders including young people and mature learners, parents and wider family, teachers and students. 

	


X
	

	Organisation and time management skills

Strong organisation and time management skills with demonstrated ability to manage multiple deadlines. Ability to deal with multiple channels of enquiries, e.g. email, calls, etc.

	


X
	

	Use of IT and software

Makes optimal use of IT systems and software and is able to use those required for the role – CRM, databases, social media, and design apps. 
	


X
	

	Evaluation and Monitoring

Able to interpret and analyse datasets and use data to inform future work. Confident at evaluative practice and able to monitor the impact and effectiveness of activities.
	


X
	

	Equality, Diversity & Inclusion
Knowledge, understanding and commitment to diversity, equity and inclusion, removing all forms of inequality and to foster inclusive practice and enhance inclusivity at RUL. 
	

X
	

	Organisational Values
Connection – experience of building connections internally and externally to create a collaborative environment

Dynamism – An ability to positively adapt to a variety of challenges

Professionalism – Maintains professionalism in challenging situations

	   



X
	



Our Values
Connection: We value what happens together and we collaborate to achieve our collective goals.
Dynamism: We embrace every opportunity to adapt and optimise.
Inclusion: We celebrate our diversity, and we embrace difference as a source of strength. 
Professionalism: We aim for quality in everything we do and take pride in our work.
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