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	Job Title
	Student Journey Projects Officer

	School /Service
	Student Services

	Grade 
	D

	Location and Hybrid working status
	Docklands, Stratford, and USS
Hybrid

	Reporting to
	Head of Student Life

	Line management for 
	Student Ambassadors (ad hoc)

	Key working relationships: Internal 
	CSO Group teams
External Relations Teams
Academic Schools

	Key working relationships: External 
	Community Organisations
Corporate Partners
East London Students’ Union

	Contract type/ Hours 
	Permanent Full Time



Build your career, follow your passion, be inspired by our environment of success

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.

BRIEF OVERVIEW OF SERVICE: Student Services

The Student Services directorate—led by the Assistant Chief Operating Officer, Health Gain & Student Experience—stands at the forefront of our commitment to fostering a truly supportive, inclusive, and enriching environment for every student. Our work is guided by a holistic understanding of the student experience, recognising that academic success is deeply connected to wellbeing, confidence, and a strong sense of belonging.

We champion initiatives that promote mental, physical, and emotional wellness, and we provide tailored, one-to-one support to help students navigate personal, academic, and practical challenges. Through proactive guidance and timely interventions, we empower students to stay engaged, build resilience, and make the most of their time with us. By offering a wide range of extra-curricular, social, and developmental opportunities, we contribute to a vibrant campus life that strengthens student retention and enriches the overall student journey.

Collaboration is central to our approach. We work closely with academic schools and professional services to create a cohesive, campus-wide network of support. This integrated model ensures continuity of care and enables us to respond swiftly and effectively to emerging student needs. 

Ultimately, our goal is to optimise student success and help every student grow, connect, and thrive within our community. Through our collective efforts, we aim to create an environment where students feel valued, supported, and inspired to reach their potential.

JOB PURPOSE

This role plays a crucial part in the successful delivery of a seamless student experience. The Student Journey Projects Officer is responsible for providing high-level administrative and project management for the operational components of the University's Start of Year (SoY) processes, which are vital for student success and retention. They will assist with the planning, execution, and evaluation of SoY project plans and objectives. This position will also support other strategic Student Journey and student services projects, such as Student Life Radio.  They will also be involved with assisting in key areas like content planning and co-hosting, and content editing while also providing broader support to the Student Life team and the Student Services Directorate.

KEY DUTIES AND RESPONSIBILITIES

This role requires an organised and collaborative individual with strong communication skills who can provide effective support within a project-based environment.

Project Support
· Manage initiated projects, including documenting and escalating risks and issues as needed.
· Support the development and use of reporting and tracking tools to coordinate stakeholder activities and monitor deliverables.
· Provide timely and accurate reports on project progress.
· Assist with the delivery of surveys and other evaluation mechanisms.
· Help prepare documentation for meetings and for dissemination to staff and stakeholders.
· Support project completion efforts to ensure that changes are embedded into daily operations.
· Develop project tools such as trackers and staff and student-facing resources to support student onboarding
· Proactively liaise with colleagues across the University, at all levels, and other external organizations as required.
· Respond to queries from all stakeholders, at all levels. 
· Ideate solutions to operational and technical roadblocks
· Supervise ambassador teams supporting Start of Year activities
· Assist with content planning and co-hosting for Student Journey platforms such as Student Life Radio 
· Working with colleagues across Student Services to deliver our objectives
Other duties
· Supporting the ongoing functions of the team as needed, in alignment with the scope of Student Life’s purpose. 
· Work in accordance with UEL’s Equality and Diversity Policies.
· Take a flexible approach to work, as early morning and evening meetings may be required.

The duties and responsibilities outlined above provide a general overview of the range of tasks that a Student Journey Project Officer role 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.



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. 

The table below outlines the essential and desirable criteria required to perform the role effectively. Candidates will be shortlisted based on how closely they meet these criteria.


	Category

	Essential Criteria
	Desirable Criteria

	Education & Qualifications

	· Degree or equivalent relevant experience
	· Project Management Qualifications

	Experience & Knowledge

	· Proven experience assisting in project management, including working within a deadline-intensive environment
· Experience working with multiple stakeholders at varying levels of an organisational hierarchy
· Proven established working experience tracking multiple, concurrent projects across phases. 
	· Experience with impact and evaluation assessments.
· Experience in a higher education environment.
· Knowledge of student development theory and practices.
· Familiarity with the studio recording and editing

	Skills & Abilities

	· Excellent communication skills, both written and oral.
· Strong organizational skills and attention to detail
· Strong interpersonal skills with the ability to work with a wide range of people from diverse backgrounds.
· Proficiency with social media
· Highly IT literate and digitally savvy.
· Ability to manage tasks, meet deadlines, and work effectively as part of a team.
	

	Other Competencies

	· Commitment to and understanding of the principles and practices of equity, diversity, and inclusion.
	




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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