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JOB DESCRIPTION

	Job Title
	Placements Officer

	Service
	Careers and Student Enterprise

	Grade 
	Grade D

	Location 
	Docklands Campus (travelling to other campuses may be required)

	Reporting to 
	Placement Manager 

	Liaison with
	University staff, students and external bodies as required

	Contract type
	Permanent, Full time 



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

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 AND STUDENT ENTERPRISE 

This role is based in the Careers and Student Enterprise (CaSE) Service, the employability and enterprise hub of the University. CaSE supports every student to achieve career success, gain the skills for the 21st-century workforce, and build direct pathways to employment.

The Placement Team within CaSE plays a crucial role in securing and maintaining high-quality work-based learning opportunities, ensuring compliance with internal policies and external regulatory frameworks, including UK Visa and Immigration (UKVI) requirements


JOB PURPOSE

The Placement Officer (PG Placements) provides professional, high-quality administrative, compliance, and analytical support to ensure the effective operation and monitoring of postgraduate student placements.

The postholder plays a critical role in ensuring that placements are compliant, authentic, and aligned with university and regulatory standards. This includes conducting and reporting on employer due diligence checks, site (spot) visits, and liaising directly with external partners.


The role requires independent decision-making, data management, and strong stakeholder communication skills to support placement processes across a large student cohort. The postholder is also responsible for maintaining accurate placement records, analysing placement data for reporting, and supporting placement-related campaigns and events.


KEY DUTIES AND RESPONSIBILITIES

1. Placement Administration and Compliance

· Conduct detailed due diligence checks and compliance reviews of placement providers, ensuring adherence to university policies, UKVI regulations, and health and safety standards.

· Carry out on-site and virtual pre-placement checks of employer premises, producing compliance reports with photographic evidence and recommendations for follow-up actions.

· Monitor student attendance and engagement during placements, ensuring timely updates to the Compliance and Student Records teams, and where attendance or engagement is persistently low, support the process by arranging and facilitating withdrawal appeals meetings in line with institutional policy.

· Manage the end-to-end processing of placement documentation, including Placement Agreement Forms, insurance verification, and employer vetting, ensuring all information is accurately stored and accessible.

· Identify and escalate any potential compliance risks or placement authenticity concerns to the Placement Manager or Compliance Team for further investigation.

· Work collaboratively with the Compliance Department to maintain audit readiness and support UKVI reporting requirements.

2. Stakeholder Liaison and Relationship Management

· Act as the first point of contact for postgraduate placement queries from students, employers, and academic colleagues, providing clear guidance and support.

· Develop and maintain professional relationships with external employers, ensuring ongoing engagement and understanding of compliance requirements.

· Liaise with internal stakeholders including Academic Registry, Compliance, Student Records, and Programme Leaders to coordinate placement approvals and address any escalated concerns.

· Provide feedback and insights from employer visits to improve placement processes and employer engagement strategies.


3. Data Management and Reporting

· Maintain accurate and up-to-date placement records using systems such as SITS, Career Zone, and Power BI.

· Collect, validate, and analyse placement data for compliance reporting, performance tracking, and strategic decision-making.

· Prepare analytical summaries and dashboards for senior management, highlighting placement success rates, risk areas, and engagement outcomes.

· Contribute to the continuous improvement of data collection processes and the integration of new technologies to enhance reporting accuracy.

4. Service Delivery and Student Support

· Deliver an efficient, customer-focused service by responding promptly and professionally to student and employer queries.

· Support postgraduate students through the placement lifecycle — from onboarding to completion — by providing clear information on expectations, compliance requirements, and best practices.

· Support placement readiness sessions, pre-placement briefings, and employer workshops in coordination with Placement Coaches and Employer Engagement staff.

· Exercise sound judgment in resolving complex or sensitive placement issues, escalating where necessary.



5. Events, Marketing and Communication

· Support and coordinate placement-related events such as employer fairs, workshops, and student information sessions.

· Prepare targeted written communications including newsletters, guidance notes, and social media content to enhance student and employer engagement.

· Assist with the creation of internal communications and case studies highlighting successful placements and employer partnerships.

· Represent the Placement Team in departmental meetings and university-wide initiatives related to placements, employability, and student success.

6. Teamwork, Training, and Development

· Support new and temporary staff through induction and mentoring on placement processes and systems.

· Contribute to continuous improvement discussions, sharing best practice and recommending procedural enhancements.

· Participate in relevant professional development activities to maintain up-to-date knowledge of higher education compliance, placements, and data systems.

7. Other Responsibilities

· Ensure all activities are conducted in line with UEL’s Equality, Diversity, and Inclusion policies.

· Take a flexible approach to working hours, as some early morning, evening, or travel commitments may be required.

· Undertake any other duties commensurate with the level and nature of the post as directed by line management.



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

Knowledge, Skills and Experience

· Demonstrable experience in placement or work-based learning administration within higher education or a related field.

· Strong understanding of compliance processes, employer due diligence, and UKVI or regulatory frameworks.

· Experience conducting on-site visits and writing detailed compliance or audit-style reports.

· Advanced IT skills, including proficiency in Microsoft Office, Power BI, and SITS (or similar student record systems).

· Excellent written and oral communication skills, with the ability to produce accurate and professional documentation for varied audiences.

· Proven experience managing multiple priorities and deadlines within a fast-paced environment.

· Strong analytical skills with the ability to interpret data, identify trends, and contribute to process improvement.

· High level of initiative and problem-solving ability with sound professional judgment.

· Strong interpersonal and stakeholder management skills, capable of handling sensitive matters with tact and discretion.



COMPETENCIES REQUIRED
    
· A flexible and adaptable approach to working 

· Proactive and able to demonstrate initiative 



EDUCATION, QUALIFICATIONS AND ACHIEVEMENTS

Essential criteria.

· Degree or working towards achieving a degree or equivalent qualification








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 and we’re committed to closing the " ethnicity pay gap". We’re proud of the progress we’ve made and honest that there’s more to do. We’re determined to keep moving forward so everyone at UEL can thrive.
 
So, if you’d like to take your career to the next level with us here at the University of East London and are inspired by our environment and commit to success, we want you to apply today!
 
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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