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JOB DESCRIPTION

	Job Title
	Employer Engagement Officer

	School /Service
	Careers and Student Enterprise 

	Grade 
	E

	Location and Hybrid working status
	Multi-site: Docklands, Stratford, USS 

	Reporting to
	Partnerships Manager

	Key working relationships
	Employers, Students, School SMT members and relevant Directors of   Services, relevant external organisations, and Careers and Student Enterprise Team members.

	Contract type/ Hours 
	Fixed term until 31/07/2025
Full time (35 hours) per week



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 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.

CAREERS AND STUDENT ENTERPRISE SERVICE (CASE)

The Careers and Student Enterprise Service is the career, employability and enterprise nucleus of the University of East London. The goal of the Service is to support every student to achieve academically, gain the skills for the 21st century workforce, and build direct pathways to employment. The Service’s mindset has innovation and creativity at its core. To improve progression, retention and graduate outcomes, the Service utilises cutting edge technology and research, which has shown impact on our students’ satisfaction, behaviour and outcomes. This is a one-of-a-kind department with highly motivated staff and a high level of quality within the products produced.


JOB PURPOSE

The Employer Engagement Officer will be responsible for building relationships with employers to bring opportunities and support to University of East London, and for the development, administration, promotion, delivery and evaluation of the UEL’s placement, internship programmes and graduate schemes, ensuring that students and graduates have the knowledge, skills and experience to secure graduate level employment. The Employer Engagement Officer will also take the lead in communicating and marketing to students, relevant staff, employers and other external organisations, in planning and delivering events and fairs, and will provide feedback on employer needs to the University. 



KEY DUTIES AND RESPONSIBILITIES

· To develop and maintain links with local, national and international employers and relevant organisations to secure suitable opportunities for our students that maximise personal development. 

· To actively market and promote employer engagement initiatives using a range of channels including email, social media and through the Schools. To actively market events and opportunities to students and staff, including managing the online student jobs and placement database, liaising with internal departments and students. 

· To deliver employability sessions to students to help them prepare for application and interview processes.

· To work with the colleagues in the Careers and Student Enterprise team to ensure appropriate systems are in place for the students/graduates to record, reflect on and monitor the value of their experience.

· Build and maintain long term relationships with host organisations to develop ongoing future opportunities for students.

· Research key industries relating to our six Schools, to source relevant opportunities and respond to the needs of students and academics.

· To plan and deliver events and fairs to bring employers and students together. 

· To support the Partnerships Manager to scope the need for and suitability of, varied types of work experience opportunities including flexible work experience opportunities, for different academic subject areas. 

· To record and evaluate activity accurately and to feed into reporting processes. 

· To set up robust systems and processes to ensure that quality and Health and Safety standards are met by employers/organisations that offer development opportunities to students and graduates.

· To effectively share data and information across the team to fully maximise opportunities secured. 

· To collect, evaluate and monitor relevant data and statistics to allow for strategic and operational planning and ensure the team can meet institutional objectives. 

· To take a flexible approach to work (attendance at early morning and evening meetings may be required). 

· To undertake any other duties, in line with the level of the post, and as directed by your line management. 

· To work in accordance with UEL’s Equality and Diversity Policies.









The duties and responsibilities outlined above provide a general overview of the range of tasks that an Employer Engagement Officer at the University of East London may be required to perform. Please note that this job description is not exhaustive, and additional tasks aligned with the role's grade may be assigned as needed. 

The job description may also be updated to reflect changes in circumstances, and employees will be consulted if any amendments are required.

All employees must adhere to all UEL policies and regulations, demonstrating a commitment to equal opportunities within a diverse and multicultural environment. Employees are also expected to actively contribute to building and maintaining a positive reputation for UEL in all their professional activities.


PERSON SPECIFICATION

The University's Core  Values are Passion, Inclusion, Courage, and they are at the root of everything we do and everyone in our community is expected to demonstrate them. 


	Education and Qualifications
	Essential 
	Desirable

	1. Degree or equivalent qualification/experience

	[bookmark: Check28]|X|
	|_|

	2. Training and development qualification

	|_|
	[bookmark: Check22]|X|

	
Experience/Knowledge
	
	

	3. Experience of graduate recruitment or managing placement or work experience programmes
	[bookmark: Check29]|X|
	[bookmark: Check27]|_|

	4. Experience of successfully working/negotiating with a range of employers and sound knowledge of current recruitment practices (public and private sector). 
	[bookmark: Check7]|X|
	|_|

	5. Successful track record of meeting challenging targets for securing work experience and employment opportunities
	|X|
	|_|

	6. Broad knowledge of graduate opportunities and placements across industry sectors
	|_|
	|X|

	7. Proven experience of new business sourcing techniques and methods 
	|X|
	|_|

	8. Demonstrable experience of building and maintaining professional networks and stakeholder management 
	|X|
	|_|

	9. Experience of managing and motivating staff to achieve goals 
	|X|
	|_|

	
Skills/Abilities
	
	

	10. Able to plan events such as recruitment fairs, making appropriate decisions concerning resources and considering employer, student and graduate attitudes and behaviours.
	[bookmark: Check14]|X|
	|_|

	11. Able to consistently meet targets
	[bookmark: Check15]|X|
	|_|

	12. Able to communicate using a variety of mediums to internal and external audiences including senior managers, students, graduates and employers
	|X|
	|_|

	13. Understands the importance of good plans and the need to measure and monitor progress against these whilst being flexible enough to consider unforeseen changes or new opportunities. 
	|X|
	|_|

	14. Excellent IT skills with clear proficiency in Word and Excel packages.

	|X|
	|_|

	15. Able to deliver employability support both one to one and with large groups of students.
16. 
	|X|
	|_|

	17. Able to positively contribute to the objectives of the wider team whilst being a proactive team member
	|X|
	|_|

	18. Able to use own initiative to resolve problems and creativity to drive development
	|X|
	|_|

	19. Able to make independent but appropriate decisions, whilst keeping relevant people informed and staying within budget
	|X|
	|_|

	


Other Competencies required 
	
	

	20. Willingness to travel and work across sites and externally. (I) 
	|X|
	|_|

	21. Flexible approach to work. Able to cover events and activities outside of usual working hours
	|X|
	|_|




Further Information: 

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.
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