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JOB DESCRIPTION

	Job Title
	Mentoring Officer  (Power Hour)

	Service
	Careers and Student Enterprise 

	Grade 
	E

	Location
	Docklands/Stratford

	Reporting to 
	Enterprise and Mentoring Manager 

	Dotted line responsibilities
	N/A

	Line management for 
	None

	Key working relationships: Internal 
	UEL Schools and Departments, Students and Graduates, UEL Services, and CASE team members. 

	Key working relationships: External 
	Relevant external partners and organisations 

	Contract type/ Hours 
	Permanent / Full time 


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



THE UNIVERSITY OF EAST LONDON

The University of East London is one of the most diverse and vibrant universities in the global capital. Our pioneering and future-focused careers-first vision is making a positive and significant impact to the communities we serve, inspiring our students, our staff, our alumni and our partners to reach their full potential.
 
Founded in 1898 to meet the skills needs of the 2nd industrial revolution, we are implementing The University of East London is one of the most diverse and vibrant universities in the global capital. Our pioneering and future-focused careers-first vision is making a positive and significant impact to the communities we serve, inspiring our students, our staff, our alumni and our partners to reach their full potential.
 
Founded in 1898 to meet the skills needs of the 2nd industrial revolution, we are implementing Vision 2028 our ambitious 10-year strategy to reshape the face of education through collaborative initiatives alongside industry partners.
 
Our mission remains to foster inclusive pathways to career readiness for students of all backgrounds whilst driving positive change and measurable impact through our research, global partnerships, and innovative educational models.
 
We are building an environment of success where colleagues are supported to achieve, and our community can flourish and thrive. We are an accredited Investors in People Award Institution and have achieved the Investors in People Health and Wellbeing Award. As the only University in London to have achieved Silver Awards in Athena Swan Gender Equality and in the Race Equality Charter, we continue our journey to address and reduce barriers to opportunity.



BRIEF OVERVIEW OF CAREERS & STUDENT ENTERPRISE

This role is based in the Careers and Student Enterprise Service (CASE) which is the career and employability nucleus of the University of East London. The goal of the team is to support every student to achieve career success, gain the skills for the 21st century workforce, and build direct pathways to employment. The team’s mindset has innovation and creativity at its core. 

To improve progression, retention and graduate outcomes, the team 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 post holder will play a central role in delivering the university’s Mentoring for All (MFA) commitment. A key strand of UEL’s Vision 2028 strategy. MFA aims to embed a university-wide mentoring culture by creating structured, accessible pathways for all learners to connect with trained mentors, including alumni, external professionals, and industry partners. 

As part of this commitment, the Power Hour programme provides a scalable, high-impact approach to ensuring that all Level 6 learners can receive meaningful one-to-one support from an external mentor.

You will lead the coordination and delivery of the Power Hour mentoring programme. Ensuring students across the university can access a high-quality one-hour mentoring experience supported by a mandatory preparatory workshop. The role combines programme management, workshop facilitation, student triage, mentor coordination, data tracking, and quality assurance. Working closely with the wider Mentoring team, the One Hour Project, and the wider Careers and Student Enterprise team, you will ensure Power Hour operates efficiently, is accessible to all eligible students, and contributes effectively to the university’s mentoring and Vision 2028 ambitions. Whilst working institutionally to raise the profile of Mentoring For All where necessary. 


KEY DUTIES AND RESPONSIBILITIES

1. Programme Delivery 
· Lead the end-to-end delivery of Power Hour, ensuring the programme runs smoothly across its 
annual cycle. 
· Manage the on-going expression-of-interest window, ensuring strong communication, clear 
instructions and high visibility across the student body. 
· Oversee the triage of students into appropriate terms, including opt-outs and “ask me again later” 
groups. 
· Maintain accurate lists of participants, pending participants and non-responders, ensuring a 
consistent flow through the programme. 

2. Workshop Facilitation 
· Design, update and deliver the mandatory preparatory workshop required before each student can be matched with a mentor. 
· Deliver workshops both online and in person, ensuring sessions are engaging, inclusive and 
accessible. 
· Monitor student attendance and follow up with those who do not complete the preparatory 
requirements. 
· Work with the rest of the Mentoring team to plan, coordinate and deliver curriculum-based sessions to provide insight to all student levels of Mentoring For All. 

3. Student Communications 
· Develop and deliver timely, targeted communications throughout the programme cycle, including 
invitations, reminders, confirmations, and updates. 
· Ensure students understand what Power Hour offers, what is required from them, and how to 
prepare. 
· Support students who require additional guidance or need to rebook due to timetable constraints. 
· Develop a targeted communications strategy that enables eligible students to understand and 
engage with the Power Hour programme. 
· Work with the wider Mentoring team and the Enterprise and Mentoring Manager to regularly 
contribute content to relevant school newsletters, internal and external websites. To optimise the 
visibility of both the Power Hour programme and Mentoring For All. 

4. Mentor Recruitment and Coordination 
· Work with the Career Mentoring Officer and the One Hour Project to coordinate a shared mentor 
pool. 
· Actively source and recruit external mentors both directly indirectly via relevant organisations to our mentor pool 
· Support mentor recruitment where needed, ensuring a diverse and relevant set of mentors are 
· available. 
· Manage mentor training programmes for their involvement in Power Hour. 
· Handle reassignments, cancellations and unexpected drop-outs to maintain a smooth experience for students and mentors. 
·  Work with the mentoring team to help plan and deliver relevant student and mentor celebration 
events. 

5. Matching & Scheduling 
·  Match students to appropriate mentors using agreed criteria such as interest area, background, and goals. 
· Allocate mentors from the internal pool and route students to the One Hour Project where appropriate. 
· Manage workshop-to-mentoring progression on a rolling basis, ensuring students are matched as soon as they complete required steps.
 
6. Systems, Data & Reporting 
· Maintain accurate programme records using CareerZone, MentorNet and internal trackers. 
· Log student attendance, mentor allocations, outcomes, and engagement data as required for 
institutional reporting. 
· Produce regular progress updates and an end-of-year evaluation report aligned to Power Hour 
KPIs. 
· Ensure all data is recorded in line with university policies and meets audit or APP reporting needs.
 
7. Quality Assurance & Continuous Improvement 
· Monitor the quality of the mentoring experience by gathering student and mentor feedback. 
· Review trends, identify challenges, and propose improvements to enhance programme 
· effectiveness. 
· Work with the Enterprise and Mentoring Manager to ensure Power Hour aligns with the wider 
· Mentoring for All strategy and Vision 2028. 

8. Stakeholder Relationships 
· Work collaboratively with colleagues in Careers, Enterprise, academic schools, student-facing 
services, and external partners. 
· Support the development of internal awareness of Power Hour through briefings, training sessions and promotional activity. 
· Ensure a high-quality and consistent experience for both students and mentors. 
· Work with the wider Careers and Student Enterprise team to facilitate student-focused drop-in 
sessions. 
· Work in collaboration with the mentoring, CaSE and wider UEL events team to manage, promote 
and represent Mentoring For All at relevant internal and external events. 
· Work with the Graduate Success Service to evaluate and amplify the impact obtained by mentees undertaking the Power Hour programme. To track and monitor positive graduate outcomes obtained.











The duties and responsibilities outlined above provide a general overview of the range of tasks that this 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 in relevant field or equivalent professional experience”



	· Mentoring Training and / or Coaching Qualification.

· Training and Development qualification


	Experience & Knowledge

	· Experience of developing and managing mentoring schemes and an understanding of how this supports the development of academic and employability skills.

· Successful track record of meeting challenging targets.

· Excellent IT skills with clear proficiency in Word and Excel packages and use of the internet.

· Experience of developing high quality, interactive learning materials, paper-based and web-based and delivering skills development workshops or other training and development activities. 


	· Broad knowledge of graduate opportunities across industry sectors.

· Knowledge of the Higher Education sector. 

· An understanding of graduate level employment and current recruitment and assessment processes. 

· Experience of providing information and advice to students. 

	Skills & Abilities

	· Ability to communicate using a variety of mediums to internal and external audiences including senior managers, students, graduates and external organisation

· Excellent networking skills and good people/interpersonal skills.

· Ability to plan major and minor events making appropriate decisions concerning budgets and resources and considering student and/or graduate attitudes and behaviours. 

· Ability to understand 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. 

· Proven skills in effective use of management information and associated knowledge to inform decision-making and planning. 

· Able to positively contribute to the objectives of the wider team whilst being a proactive team member. 

· Experience of using own initiative to resolve problems and creativity to drive development.

· Ability to make independent but appropriate decisions, whilst keeping relevant people informed and staying within budget.


	

	Other Competencies

	· Willingness to travel and work across sites and externally. 

· Flexible approach to work. 

· Commitment to and understanding of equal opportunities issues within a diverse and multicultural environment. 
	






Further Information: 

As an inclusive, equal-opportunities employer, our multiple Charter awards (Stonewall, Race Equality and Athena Swan) reflect our ongoing dedication to Equality, Diversity and Inclusion.

All employees must adhere to all UEL policies and regulations. Employees are also expected to actively contribute to building and maintaining a positive reputation for UEL in all their professional activities.'
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