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JOB DESCRIPTION 
	Job Title
	Project Coordinator Post 16 – Outreach and Access

	School / Service
	External Relations 

	Grade and Salary Range
	Grade D

	Location and Hybrid working status
	Docklands Campus

	Reporting to
	Partnership Manager 

	Responsible for
	N/A

	Liaison with
	Partnership Manager, Head of Outreach and Access, Lead Partnership Officers, team across External Relations, stakeholders in Schools and Colleges. UEL Academic Schools, ambassadors, UEL students. 

	Contract type
	7-month Fixed Term – 31st July 2025 



Build your career, follow your passion, be inspired by our environment of success #BeTheChange
THE UNIVERSITY OF EAST LONDON
 If you are seeking a career that combines innovative education with a passion for crafting positive change, look no further than the University of East London. Founded in 1898 to meet the skills needs of the 2nd industrial revolution, we’re now in Year 5 of our ground-breaking 10-year Vision 2028 strategic plan, orchestrated by our Vice-Chancellor and President, Professor Amanda Broderick.
Our goal is to advance industry 5.0 careers-first education and provide a clear path to the jobs and opportunities of the future. We are committed to driving diversity in the 5.0 talent pipeline, working in partnership to promote talent wherever it is found and creating a sustainable, inclusive, and green future.
But we can't achieve this goal alone. We need forward-thinking, innovative, and curious individuals with digital competencies, like you to join our community and help us shape the future. As part of our team, you'll have the opportunity to work with a diverse range of people who share your passion for generating positive change. We’re an inclusive and welcoming community that is constantly moving forward, never satisfied with the status quo.
If you're ready to join a team that values your outstanding skills and perspectives and is dedicated to making a difference, we invite you to explore a career with us. We are excited to welcome versatile individuals who are committed to advancing their careers while making a positive impact on the world.
 

THE DEPARTMENT
We have built an External Relations Directorate that has brought together an integrated Communications & Engagement and Student Recruitment & Marketing service. The directorate is made up of a number of teams including Communications & Engagement, Marketing, Recruitment and Conversion, Outreach and Access, Design and Digital, Events and Advancement and the International Office. 
We are looking for team members who will be part of embedding an innovative practice and a digital first mindset within our External Relations Directorate. We seek individuals who not only enjoy working in an agile environment but also demonstrate a willingness to embrace new technology and transformational change. Together, we aim to cultivate a culture of 'continuous new', staying updated with emerging technologies and best practice across the sector.
This role will sit within Outreach and Access, in the Schools and Colleges team and is funded by Office for Students (OfS). OfS funding is used to tackle and eliminate inequalities in higher education and the Outreach and Access team work with young people who are least likely to participate in higher education, to help them make informed decisions regarding their educational futures.
Job Purpose
The award-winning Schools and Colleges team are seeking a Post 16 Project Coordinator to work with 16 – 18 year olds from widening participation backgrounds. The role will support with the planning, organisation and delivery of projects and events such as, subject taster’s workshops, university taster days and the flagship Summer School Challenge programme. Strong administration skills, project management experience and digital skills are required for this role. 
A collaborative approach will be required to work with key stakeholders which can include subject teachers, parents, ambassadors, career teams, UEL academics, university service areas, and third parties. Our core work is within London and Essex and some weekend and evening work will be required. Our work supports the university’s wider recruitment strategy. 
We offer hybrid working and the team work on campus for a minimum of two days per week which is subject to change to meet business needs. As this is a customer facing role working directly with young people, the postholder will be required to be available five days a week to support business needs as and when necessary. 
A Disclosure and Barring Service (DBS) will be requested for the successful candidate. 

KEY DUTIES AND RESPONSIBILITIES
· To support the planning, delivery and organisation of activities, events and presentations delivered to Post 16 students studying BTEC, T levels, Access and A levels programmes in local schools and colleges through HE awareness, skills & knowledge & attainment programmes. 
· To coordinate with stakeholders: Internal – Service areas, UEL lecturers, curriculum ambassadors and Schools and Colleges team Lead Partnership Officers: External - school or college teachers and lecturers, career advisors and young people on the programme. 
· To support the planning and delivery of the Summer School Challenge annual programme – which targets Year 12 students to provide pre-entry support.
· To deliver outreach in schools and colleges that focuses on mental wealth and professional skills sets aligned to the six career zones which enhances studying in a careers-led university and equips students for their careers beyond.
· To have an interest in content creation and production for social media and contribute to publicising the team’s work through the website, newsletters and internal publications.
· To facilitate and deliver presentations, and other activities in line with the Schools and Colleges outreach progression framework and evaluation framework.
· To support the monitoring and evaluation of events and activities by completing relevant data entry and paperwork in a timely manner.
· To contribute towards areas led by other colleagues in Outreach and Access including representing UEL external events 
· To undertake other duties commensurate with the grade of the post as required by the Partnership Manager or Head of Outreach and Access

KNOWLEDGE, SKILLS, AND EXPERIENCE
Essential
· Experience of working with young people, in a professional capacity, voluntary, youth worker or other situation (A/I)

· Understanding of widening participation and social mobility (A/I)

· Experience of developing and delivering projects or events for 16 – 18-year-olds (A/I)

· Experience of report writing and analysing evaluation data (I)

· Experience of using IT packages: Outlook, Word, Excel, PowerPoint, Access within projects (I)

· Knowledge of project management tools and database systems (A/I) 

· Excellent written communication skills for mixed audiences including Teachers and Career advisers, academics, young people and other stakeholders (A/I) 

· Excellent time management, communication and interpersonal skills (A/I)

· Positive approach to work, flexible, a ‘can do attitude’ and problem solver (I)

· Committed team player and works well with others (I)

· Commitment to and understanding of equality and diversity within a diverse and multicultural environment (A/I)

· Willingness to work occasional evenings or weekends to support student recruitment, alumni, marketing and brand building events (I)

Desirable
· Experience of using the Higher Education Access Tracker (HEAT) (A)

COMPETENCIES REQUIRED
· Proven ability to develop and build successful working relationships and to contribute positively as a member of a team. 
· Strong interpersonal and communication skills (both written and verbal) including the ability to liaise with a range of support and teaching staff across the university and in partner schools and colleges and other local organisations.  
· Ability to write project plans and reports to report back on outcomes to stakeholders. 
· Demonstrable ability to work with a consistently high standard of attention to detail and experience of using own initiative to ensure deadlines are met in a timely way. 
· Flexibility and ability to work outside of standard office hours.  
· Comfortable working and adapting creatively in a changing environment (influenced by external regulatory and policy factors). 
· Commitment to and understanding of equal opportunities issues within a diverse and multicultural environment.  

EDUCATION, QUALIFICATIONS AND ACHIEVEMENTS 
Essential  
 
· Educated to degree level or equivalent experience (A/I) 
 

Criteria tested by Key: 
A = Application form
C = Certification 
I = Interview 
P = Presentation 
T = Test

UEL is an inclusive equal opportunities employer and are proud of our Equality, Diversity and Inclusivity achievements. We expect all employees of UEL to accept our EDI policy and will not tolerate discrimination in any form. As an employee of UEL, we expect you to follow all relevant Health & Safety policies. 
We're a disability confident employer and value all applications. Please let us know if you require any reasonable accommodations throughout the recruitment process.

So, if you’d like to take your career to the next level with us here at the University of East London and are passionate about our environment and commit to success, we want you to apply today!
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