[image: A black and white logo

Description automatically generated]
East Durham College
Job Description

Post Title:	School Engagement Officer			 

Location:	Across East Durham College sites – Peterlee & Houghall, Durham			
Responsible to: Careers Leader Manager			 

Attendance Requirements: 	Full time, 37 hours per week (some early starts, evenings and occasional weekends)
	
Salary: £25,125 per annum					 

Main purpose: 

As a School Engagement Officer, you’ll represent East Durham College in schools and communities - inspiring young people to take their next step into education, training or an apprenticeship. You don’t need years of experience - we’re looking for energy, confidence and a genuine interest in helping others succeed.

This is a great step into a professional career where you’ll build confidence, experience and real responsibility from day one.

Main duties:

In Summary:

What you’ll be doing

No two days are the same. You’ll be out and about, meeting people, running events and building strong relationships.

You will:
· Visit schools to talk to pupils, parents and teachers about college options
· Deliver presentations, assemblies, workshops and activities
· Help young people understand pathways like vocational courses, T Levels and apprenticeships
· Support open days, campus tours and college events
· Work with teachers, careers leaders and SEND teams to support students’ next steps
· Share ideas for new and creative ways to engage young people
· Manage records to help track enquiries and applications
You’ll work closely with curriculum teams, marketing and student services, influencing how a large organisation operates while enhancing skills everyone really values.
In Detail:

Student Recruitment & Outreach 

· Provide clear, accurate and engaging IAG about EDC’s offer to pupils, parents and advisers in schools, on campus and at regional events. 
· Deliver assemblies, classroom sessions, workshops, taster activities and careers events that motivate learners and generate increased quality applications. 
· Work with curriculum areas to support follow-up activity in schools, helping to create meaningful links between subject areas and feeder schools. 
· Support the delivery of open events, campus tours and in-school presentations to raise awareness of curriculum pathways and progression routes. 

Partnership Building with Schools 

· Build strong, professional relationships with teaching staff, careers leaders, SEND teams and school administrators to coordinate activity effectively. 
· Increase the number of schools engaging with the College and maintain regular communication with existing partner schools. 
· Support the promotion of EDC’s SEND offer in collaboration with the college Inclusive Learning team, ensuring effective transition and progression for SEND learners. 
· Promote EDC’s Higher Education opportunities in partnership with the College HE team, supporting progression from Level 3 pathways. 

Events & Activity Coordination 

· Assist in planning and delivering a varied annual calendar of recruitment activities, both on and off campus. 
· Coordinate distribution of college marketing materials to schools and advisers. 
· Collect and maintain accurate learner data for follow-up, ensuring all activity complies with GDPR. 
· Contribute ideas for new, creative ways to engage potential students and strengthen the College’s presence within schools. 

Communications & Marketing Support 

· Work with the Marketing Team to ensure key recruitment messages are consistent and up to date. 
· Support promotional activity before, during and after events (e.g. supplying content, images or updates for social media). 
· Represent the College professionally at all events, wearing appropriate EDC/Houghall branded uniform. 

Monitoring and Evaluation 

· Record accurate activity and contact data to support evaluation and follow-up. 
· Gather feedback from stakeholders and use this to help refine and improve engagement activities. 
· Monitor event attendance, conversion rates, engagement metrics and enrolment trends to inform future activity.  
· Support the team in meeting recruitment KPIs related to activity levels, enquiry generation, applications and conversion. 

General Responsibilities 

· Demonstrate and promote the College’s values through day-to-day interactions and engagement work. 
· Work collaboratively with colleagues across all campuses to support the wider student recruitment cycle. 
· Support interview evenings, enrolment periods and busy points in the academic calendar. 
· Maintain a strong understanding of the College offer, curriculum changes and regional education developments. 
· Comply with all safeguarding, Prevent, equality, health and safety and GDPR requirements. 
· Undertake any other duties commensurate with the role. 


Other Duties relevant to all EDC employees


· Participate in the College Performance Appraisal Development Programme, agree an action plan and undertake the required training in order to update skills and meet the requirements of the College and Departmental Strategic Plan and Service Standards.
· Undertake any other duties, appropriate to the grade of the post, as required from time to time.
· Comply with College Policies and Procedures and the Staff Code of Conduct.
· To take appropriate responsibility for PREVENT and safeguarding and promotion of the welfare of children and/or vulnerable adults.
· To uphold British Values, the college values and responsibilities regarding equality and diversity. 
· To understand and adhere to college Health and Safety polices and guidelines ensuring compliance with statutory legislation and taking a responsibility for your own and other’s health and safety.











	Person Specification 

	
	Essential
	Desirable
	Method of assessment

	1) Qualifications/ Training
	

	1.1
	
Level 3 or higher or equivalent professional experience will be considered

	
	
	Application Form

	1.2

	GCSE level standard education or equivalent (maths & English)

	

	
	
Application form

	2) Experience
	

	2.1
	Participation/experience in promotion/sales & marketing communications
	
	
	Application Form

Interview

Presentation

	2.2
	Experience of working with and supporting young people (aged 11 – 18)
	
	
	Application Form

Interview

	2.3
	Experience in a school/college environment
	
	
	Application Form

Interview

	3) Skills and Knowledge:

	3.1
	Excellent organisational skills
	

	
	Application Form

Interview

	3.2
	Excellent presentation & communication skills
	

	
	Application Form

Interview

Presentation



	3.3
	Ability to relate to young people
	

	
	Application Form

Interview

	3.4
	Thorough knowledge of MS Office packages
	


	
	Application Form

Interview

	4) Attributes / Other Requirements:
	

	4.1
	Reliability / Trust / Professionalism - Ability to carry out the role with professional integrity in line with EDC values and behaviours

	
	
	Interview

	4.2
	Communication - Ability to communicate clearly and effectively to all levels, both verbally and in writing.

	
	
	Interview

	4.3
	Working individually or as a team - Ability to work independently and as part of a team under minimal supervision.

	
	
	Application Form / Interview

	4.5
	Driving - Full UK Driving License and access to a vehicle 

	
	
	Application Form 
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