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PERSON SPECIFICATION

This form lists the essential and desirable requirements needed in order to do the job.

Applicants will be shortlisted solely on the extent to which they meet these requirements.
	Job Title: 


	Widening Participation Projects Officer
	Job ref no:
	RVA-0172-23

	Grade: 

	6 (0.6 FTE)
	Department:
	External Relations

	Accountable to: 
	Head of Student Recruitment & Widening Participation
	Responsible for:

	N/A

	PS created by/ or reviewed by:
	Chris Hobson 
	Date PS created/ reviewed:
	September 2023 


	Evidence

	Competency
	Essential
	Desirable

	Knowledge and experience

	To possess a comprehensive and up to date understanding of the requirements set out by the Office for Students and the Access & Participation Plan (APP); including the strategy and objectives of the Pre-GCSE Attainment Raising Programme.
To have experience in improving achievement in secondary education e.g. teaching and having the capability to apply these skills to engage with targeted schools and students through the delivery of inspiring interventions.
To possess and maintain a comprehensive understanding of the prospective student journey from point of contact through to enrolment; particularly understanding the needs of those from a WP background.

Strong customer service background including experience developing plans and implementing events against pre-agreed objectives. 

Experience of developing innovative projects that engage with prospective students and key influencers.

Proficient in the use of Microsoft Office, including Word, Excel, pivot tables, PowerPoint and Outlook. 
Educated to degree level (or equivalent professional experience).
	To have worked within a widening participation team within Higher Education (HE).

Have a strong background in science communication in a range of contexts and to use this to ensure key messages are appropriate to audiences and inspirational for prospective students and their key influencers e.g. A background in Science Outreach and/or Teaching.
It would be desirable for the role holder to have experience of working with a customer relationship management (CRM) system in order to manage inventions/events and create reports.

Knowledge and understanding of methods to engage with prospective university students, guidance counsellors/teachers, parents/guardians and other key influencers through the delivery of inspiring interventions and events.


	Service Delivery


	Experience of delivering excellent tailored customer service to stakeholders in order to achieve results.

Experience of implementing operations, evaluating and reporting to agreed budgets and against targets.

Experience of evaluating event(s)/intervention(s) to assess impact and to develop future opportunities.

Demonstrated history of contributing to high-performing teams in a customer service environment and developing positive relationships.
	Experience of developing and maintaining networks. 

Competent in the use of data management systems to manage events/interventions, evaluate and report e.g. customer relationship management (CRM) systems.

	Communication


	Excellent communication (both verbal and written) and interpersonal skills with the ability to build good professional relationships with a range of stakeholders.

Strong presentation skills.
Ability to receive and provide constructive feedback.

The ability to remain calm and assertive under pressure.
	

	Planning and Organisation

	Ensure all projects are objective-led, measured, reported and evaluated.
A logical, thorough and process driven approach to all working practices in line with regulatory compliance policies. 
Ability to multitask, proactively tackle challenges, work under pressure whilst maintaining close attention to detail and completing tasks on time. 

Ability to manage one’s own workload; planning, progressing work activities and forward planning months in advance. 
	

	Analysis and Research


	Comprehensive experience of collecting, collating, analysing and reporting on major projects, such as an Access and Participation Plans (APP) or equivalent.
Experience of evaluating interventions against pre-set objectives.
	Competent in the use of data management systems to produce reports e.g. customer relationship management (CRM) systems, Higher Education Access Tracker (HEAT) and student records systems (SITS).

	Teamwork & Motivation
	Dynamic and positive pro-active approach to all tasks.

Desire to work collaboratively in order to find shared efficiencies and continually seek opportunities to implement positive change.
	

	Initiative and Problem Solving
	Finding innovative solutions to any challenge; utilising all available resources to achieve objectives.

To seek out opportunities to positively impact our activities in line with objectives.
	

	Flexibility


	Undertake roles and duties at short notice within a multi-faceted department.

Willingness to work outside normal working hours and at various locations on occasion.
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