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				JOB DESCRIPTION

	Job Title:

	NCOP Support Ambassador 

	Department:
	National Collaborative Outreach Programme (NCOP) c/o Marketing  


	Contract: 

	Fixed term until July 2021

	Salary Range:

	£19,612 - £21,814 p.a. 


	Salary Grade:

	SS1


	Report To:

	National Collaborative Outreach Project Officer


	Job Purpose:
	[bookmark: _GoBack]Support the National Collaborative Outreach Project Officer in delivering highly targeted outreach activity within the designated NCOP schools to inspire and encourage students to apply for Higher Education. 


	Main Duties & Responsibilities:
	1. To work proactively with identified NCOP schools to deliver a range of highly targeted events.

2. To build effective working relationships with school staff at all levels. This includes using initiative and working independently to ensure programme success, with support from the wider team. 

3. Support with the planning and organisation of events, ensuring school pupils gain a real insight to the benefits of studying higher education.

4. Develop inspiring presentations and practical activities for all subject areas including identifying and booking guest speakers, organising rooms, promotional material and Student Ambassadors who will support on delivery and guided tours. 

5. When required, support Undergraduate Mentors to provide a high quality mentoring service to all pupils within the designated schools.

6. To support school staff related to the NCOP project in delivering widening participation activities.

7. Contribute to other student recruitment and widening participation activities.

8. To maintain and monitor accurate records of activities related to the schools identified within the NCOP cohort and ensure that data is regularly presented to project officers.

9. To support the department’s Customer Relationship Management (CRM) touchpoints, to ensure regular contact is maintained.

10. To delivery and support all activities ensuring that you represent UCB professionally at all times.

11. To ensure practice is in line with the requirements of the General Data Protection Regulations. 

12. To commit to upholding the principles of Safeguarding and the PREVENT agenda.

13. Any other duties commensurate with the nature and grade of the post.





PERSON SPECIFICATION

	Post:
	NCOP Support Ambassador

	

	Experience:

	1
	Experience of supporting in a Student Ambassador / Mentor (or similar) role within an education environment.

	2
	Experience of office administration.

	3
	Experience of working in a customer service role.

	4
	

	5
	

	

	Skills & Abilities:

	6
	Ability to present information in an informative and engaging manner and to work interactively with groups of students.

	7
	Ability to build effective and engaging interviewing, advice and guidance skills.

	8
	High level of IT proficiency (Microsoft Office).

	9
	Excellent interpersonal skills; ability to build a rapport with ‘hard-to-reach’ students whilst maintaining a professional demeanour.

	10
	Ability to work under pressure, use initiative and think creatively both independently and in a team.

	

	Education & Qualifications:

	11
	Educated to FdA/ degree.

	12
	

	13
	

	14
	

	15
	

	

	Training & Professional Development:

	16
	Evidence of, or willingness to undertake, additional training.

	17
	

	18
	

	19
	

	20
	

	

	Other:

	21
	Flexible approach to work and willingness to work evenings and occasional weekends as required. 

	22
	An understanding of the principles of Safeguarding and the PREVENT agenda in the context of further and higher education.

	23
	

	24
	

	25
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