[image: ]
[image: ]


JOB DESCRIPTION


	POST TITLE:  

	STUDENT LIAISON AND 
ENGAGEMENT ASSISTANT


	RESPONSIBLE TO:

	Student Recruitment and Liaison Manager 

	GRADE:

	Support Staff Pts. 6-9:  £25,558-£26,818
(Actual Salary:  £23,429-£24,584 per annum)

	
WORKING WEEKS:

	
Full Time, Term Time plus 5 days

	PURPOSE OF POST:

	Working within the College’s Recruitment and Marketing team, you will contribute to the organisation and co-ordination of activities and events that engage the community and attract prospective students and parents. You will collaborate with colleagues to ensure successful outcomes and serve as a key ambassador for the College, fostering strong relationships with schools, students and families.




Main Duties & Responsibilities

Liaison and Recruitment Activities
Represent the College at school events, including careers fairs, parents’ / carers’ evenings, and assemblies.
Conduct preliminary interviews with prospective students, offering advice and guidance aligned with College entry criteria.
Organise and deliver engaging presentations and workshops in schools to promote the College.
Support the delivery of College Open Events, Bridging Events, and Enrolment Days.
Support engagement with applicants between application and enrolment stages.
Perform, as part of a team, a wide range of administrative and liaison tasks.
Curriculum Area Support
Support the work with curriculum areas in the promotion of their subjects.
Support the creation of liaison activities.
Support the work with student ambassadors to support recruitment initiatives.

General Duties
1. To respect confidential issues linked to home/student/teacher/college work and to keep confidences as appropriate.

2. To support and promote the ethos and wider life of the College and to make a contribution to this shared responsibility.

3. To be informed about the financial basis of the operation of the College and to assist in seeking ways of deploying and maintaining resources to the maximum benefit of the students.

4. To supervise the use and care of the College fabric and equipment by the students and to ensure their adherence to relevant health and safety regulations.

5. Ensure that you work in line with all the Academy/Trust policies and procedures and ensure that you are aware of your obligations under these.

6. Behave according to the relevant Trust Code of Conduct and ensure that you are aware of your obligations and responsibilities re: conflicts of interest, gifts, hospitality and other matters covered by the Code.

7. To comply with health and safety policies, organisational statements and procedures, report any incidents / accidents/ hazards and take a pro-active approach to health and safety matters in order to protect yourself and others.

8. You are required to safeguard and promote the welfare of children/students for whom you have responsibility, or with whom you come into contact, to include adhering to all specified procedures.

9. This post is deemed to be a ‘Customer Facing’ role in line with the definition of the Code of Practice on the English language requirement for public sector workers. 

10. This post is subject to an enhanced disclosure.  The successful applicant will be subject to the relevant vetting checks before an offer of appointment is confirmed.  Following appointment, the employee will be subject to rechecking as required from time to time by the Trust.

11. Any other duties of a similar nature related to this post that may be required from time-to-time.




Person Specification
	The successful candidate will be expected to have the following qualities:
	Essential /Desirable

	QUALIFICATIONS
· A level or equivalent level 3 qualifications 
· GCSE A*-C (or equivalent) including English and Maths
· A driving licence and access to your own vehicle
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	EXPERIENCE
· Recent experience of working in a customer facing role
· Previous experience of working with young people
· Excellent IT skills 
· Relevant experience of working in the educational sector and knowledge of the post-16 education market
· Experience in using social media for promotional purposes
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	SKILLS & APTITUDES
· Excellent communication/presentational skills
· Ability to communicate effectively and appropriately with all College stakeholders including students, parents/carers, colleagues and governors 
· Excellent organisational/administrative skills
· Excellent attention to detail and accuracy
· Awareness of safeguarding in education
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	PERSONAL QUALITIES
· Ability to work on own initiative and also effectively as part of a team to achieve common goals
· Ability to work under pressure and prioritise effectively
· Positive attitude
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Salary and Conditions of Service
Full Time, Term Time plus 5 days, fixed term to 31 July 2027
Salary Pts. 6-9:  £25,558-£26,818 pro rata
(Actual Salary:  £23,429-£24,584 per annum)
Thank you for your interest in the post which will commence on 13 August 2026.  
Flexible Working Hours: The normal working week is 37 hours.  Due to the nature of liaison activities, including school visits and evening events, the postholder must be willing to work flexible hours, including evenings.
Travel: The postholder must have access to their own transport and be willing to travel to partner and non-partner schools. 
Holidays are to be taken during the College holiday periods. 
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