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Reporting to the Employability, Careers and Enrichment Manager

Salary Scale:	SFCA Support Staff Pay Spine, Points 12-14
Hours of work:		37 hrs a week, term time plus one week

You will lead on all areas of student engagement across the College, including supporting the Student Union, establishing committees, facilitate the setting up of student news bulletins, community festival days, and all elements of the student enrichment programme. You will also lead on the Cultural Capital of the College to ensure that the activities are fully embedded within curriculum content, and drive widening participation agenda across the site. Partnering with your counterpart in the sister College will be a key focus to ensure parity across both settings, you will be pro-active in liaising with other staff and external people/organisations to ensure that student voice is a prominent feature that defines the future of the College. 

Main responsibilities and duties:

1. Develop and promote the Learner Voice and Student Representation, working with students and senior managers as a formal line of communication, to help ensure that the student voice is heard and represented.
2. Support the work of the Student Union and other committees by co-ordinating and supervising its activities, promoting and actively engaging students in the SU experience and providing support to the elected officials.
3. Lead on ensuring that the Colleges are represented at a national level and horizon scanning for competitions and opportunities to showcase our exceptional practice
4. Develop a timetable of enrichment activities that will include a variety of opportunities such as Debate Club, Events Team, Pie Club and Student Union, alongside other relevant local and national opportunities that reflect the needs and diversity of the student body.
5. Work with the Data Lead to ensure that all enrichment sessions are accurately recorded on CEDAR and electronically registered, enabling attendance to be closely monitored and followed up with students, parents and their pathway tutors.
6. Monitor evaluate and report on the outcomes of enrichment activities to demonstrate their impact on students’ skills development, student life experience, and wellbeing.
7. Organise internal College events in conjunction with the Students’ Union Events Team to engage current students such as Freshers’ Fayre, holiday celebrations, cultural events and charity fundraisers.
8. Develop and maintain close and positive working relationships with staff to encourage their involvement in Student focussed enrichment activities.
9. Working within a prescribed budget, discuss and agree parameters for events with the Student Engagement and Enrichment Co-ordinator, ensuring cost-effective delivery.
10. Manage the events operations in accordance with health/hygiene legislation and College safeguarding policies. 
11. Use social media to promote the College’s enrichment programme, including advertising college-wide and community-facing events, and work with the Marketing Manager on the promotion of larger-scale events.
12. Promote the College’s enrichment programme and its contribution to students’ cultural capital at open evenings, marketing events, and enrolment.
13. Provide pastoral care and empower each young person to be confident in developing a range of new skills.
14. Liaise with external providers and partners to support and enhance the delivery of enrichment activities.
15. Directly plan and deliver enrichment sessions throughout the week to support staff capacity and provide a varied enrichment offer for students.

16. Ensure a diverse and high-quality enrichment offer by supporting staff through training, guidance, and shared practice, enhancing cultural capital, student engagement, wellbeing, and progression.
17. Carrying out such similar duties as may be required by the Head of Centre, commensurate with the post.

This job description sets out the main responsibilities for the postholder and is not intended to be an exhaustive list. Specific duties may change from time to time without changing the general nature of the post and the postholder is expected to be flexible in the range of responsibilities they undertake commensurate with the responsibility and salary
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Essential

· At least 2 A levels or vocational equivalent Level 3 qualification, and literacy and numeracy qualifications at level 2.

· Strong interpersonal, presentation and communication skills, both written and verbal, with the ability to communicate with people at all levels.

· Empathy and understanding of young people and their issues

· Skills and ability to engage with a wide variety of audiences

· Ability to relate to, motivate and enthuse young people

· Be self-motivated with strong prioritisation skills and ability to manage own workload.

· Able to work constructively as part of the wider College team.

· Proven excellent organisational and administration skills.

· Creative, enthusiastic and dynamic

· Cheerful and positive

· Flexible approach to working hours including some evenings

· Knowledge of health and safety and safeguarding legislation


Desirable


· Possess a full driving licence

· Experience of working with young people and the challenges they face

· Previous experience of events planning
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