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JOB DESCRIPTION

	Job Title
	Career Zone Coordinator

	Service 
	Careers and Student Enterprise (CaSE)

	Grade 
	E

	Location
	Multi-Site: Must be willing to work in any of our 3 campuses at Stratford/ Docklands/USS

	Reporting to 
	Career Zone Operations Manager

	Dotted line responsibilities
	N/A

	Responsible for 
	Supervision of 2 x Career Zone Advisors

	Key working relationships: Internal 
	Schools, Services, UEL staff 

	Key working relationships: External 
	Visitors, Partners, Vendors, Clients, Regulators,

	Contract type/ Hours 
	Permanent / Full time 35 hours 


 
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 Service (CaSE)

The primary function of the Careers & Student Enterprise Service (CaSE) is to support the University in the delivery of its highly ambitious graduate outcome targets through the provision

of highly integrated, holistic CaSE provision both within and co-to the curriculum which supports students in achieving their employment ambitions from the moment of enrolment, through their period of study, and in the first 15 months post-graduation and beyond.

Working alongside the Schools, the unit directly engages with employers, local authorities and academic partners to develop and deliver employment and enterprise provision, including the embedded Mental Wealth & Professional Fitness Curriculum; development, enhancement and operation of the virtual Career Zone platform and the integrated Career Passport (including cross-University responsibility for Work-Based Learning, Coaching & Mentoring, Student Enterprise and the Temporary Staffing Agency); development, enhancement and operating the network of physical Career Zones across all three campuses; and operation of an active, engaged network of Industrial Advisory Boards across all Schools, and driving up employer and alumni engagement in the support, development and delivery of all Careers & Student Enterprise services. 



JOB PURPOSE

Act as Team leader for Career Zone Advisors and manage spaces in consultation with Operations Manager and Senior Management for Careers and Student Enterprise:

· Supervising Graduate Career Zone Advisors: - Coordinate and mentor a team of graduates in the Career Zone Advisor role, providing guidance, feedback, and support to help them thrive in their positions.

· Career Zone Ambassador Program - Oversee and coordinate the Career Zone Student Ambassador pool, including recruitment, training, and preparation before each campaign to ensure ambassadors are equipped to engage effectively with students.

· Coordinate and oversee successful delivery of annual career engagement campaigns


KEY DUTIES AND RESPONSIBILITIES


Front-line Advice: Provide front line careers advice for the Career Zones, dealing with the range of student queries, giving advice to students directing to Career Zone Platform and other mediums. 

· Participate, induct and team lead the Career Zone advisors on providing practical aspects of employability advice – including job search, application support and interviews – 
· Conduct student focused careers advice and guidance, triage and referring students to other appropriate sub-teams within Careers and Student Enterprise services where required.
· Setting up effective strategies to provide information to undergraduates, postgraduates, Alumni, by diagnosing and guiding students to avail careers tools and resources 
· Lead the team in providing a friendly welcome and provide information and advice to internal and external visitors. Endeavour to answer queries, checking with service colleagues as necessary and offering helpful solutions while always ensuring the highest level of customer service. 
· Design and deliver short CV checks, cover letters and interview strategies for walk-in appointments. 

Career Zone spaces: Facilitate and devise exciting and meaningful face-to-face student focused careers events for students in consultation with Operations Manager and Director. 

· Coordinate Career Zone events, logistics and campaigns occurring across campus sites.
· Work with Career Zone Advisors to carry out Career Zone demonstrations with students during flagship events and pop ups. 
· Lead on collecting student feedback from career zones when needed and present information to senior management team. 
· Ensure regular and smooth conduct of Drop-in sessions at the Career Zone spaces.
· Work with managers on setting up Careers Fairs, Open evenings and recruiter days. 
· Ensure Career Zone spaces are kept clean, tidy, safe and welcoming always, report cleaning, security, maintenance and other facilities services issues to the appropriate service personnel
· Respond to emergency situations contacting security, main campus reception, or the emergency services as necessary. Complete incident and accident report forms as required
· Work in accordance with equality and diversity policies.
· Assist Operations team to achieve CaSE KPIs linked to Career Zone spaces. 

Online Platforms: Liaise and work with Operations Manager in maintaining the Career Zone platforms. 

· Coordinate Career Zone Advisors to authorise new employer and alumni accounts as well as job postings on the Career Zone platform
· Manage and create content in consultation with Careers and Student Enterprise colleagues, academic staff and employers on the Career Zone platform for students. 
· Work with Digital Content manager and Career Zone Advisors on creating and promoting Career Zone events, jobs alerts on CaSE social media.
· Inducting new Career Zone Advisors on navigating and using the Career Zone online Platform. 

Administration and Communication: 
· Provide administrative support to Careers and Student Enterprise including the production of documents using Microsoft Word and Excel and assist CaSE teams with a range of due diligence and administrative tasks. 
· Plan and manage Career Zone events calendar, room bookings and liaise with colleagues in the service to ensure up to date information about workshops and other events/activities and services is available to students, staff, visitors and other interested parties.
· Managing administrative and logistical arrangements for Career Zone Spaces
· Conduct Career demo workshops, pop ups and other Careers and Enterprise flagship events.
· Communicate effectively and professionally across the team and with students, graduates, employers and other external agencies. 
· Provide regular reports and data to Senior Management on enquiries management, information on event registration and student engagement on platforms. 
· Lead on managing Career Zone mailboxes, jobs boards, ensure inbox queries are resolved within the service level agreement timeframes with Career Zone Advisors. 
· Responsible for tracking post and keeping a log of CaSE merchandise for events
· Represent and participate and attend annual CaSE events, Induction, Open days/evenings, and Careers fairs. 




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



	· Experience of working in a Career Guidance Environment

	Experience & Knowledge

	· A commitment to delivering outstanding customer service and to proactively explore ways to improve quality of service. 

· Training and inducting staff 

· Evidence of excellent organisational and time management skills and ability to meet deadlines.

· Experience of working in an administration role with experience of organising logistics for events.

· Experience of Project/Events planning 

· Excellent IT skills, including usage of Microsoft Office Word, Excel and Outlook.

· Experience of social media and other channels to promote activities or services.

· Experience of the use of the web, social media and other channels to promote activities or services.

	· Experience of using CANVA in creating and designing digital media posts.

· Experience of working in higher education. 

· Experience of using a CRM


	Skills & Abilities

	COMMUNICATION

· Excellent customer engagement skills: able to listen and communicate clearly using written and spoken English and politely including the ability to negotiate and adjust information to suit the needs of different audiences. 

· Experience of the use of the web, social media and other channels to promote activities or services. 

· Experience of giving advice

· Understand multi-diverse student body 


DECISION MAKING: 

· Experience and ability to use initiative and make decisions within assigned processes and authority. (A/I) 

PLANNING AND ORGANISING RESOURCES: 

· Ability to manage own workload and work flexibly and cooperatively as part of a team so that the objectives and service levels are met. 
 
· Excellent organisational skills, accuracy and attention to detail.

· Ability to multi-task and manage time effectively.

· Event Management 


INITIATIVE AND PROBLEM SOLVING:

· Experience and willingness to propose improved processes and ways of working to increase efficiency and/or improve service. 

· Ability to take the initiative in resolving day-to-day issues such as resource allocation and understanding when an issue needs to be escalated.

SERVICE DELIVERY

· Proactive, well organised and thorough, showing good attention to detail.

· To work positively and flexibly to ensure the smooth running of Careers and Student Enterprise Services


· Calm and focused under pressure
 
· Experience of giving customers a positive and satisfactory service, by providing accurate and up to date knowledge of services available in own and related areas of work.


TEAMWORK & MOTIVATION

· Experience of supervising a team, including training, inductions and regular 121 meetings.

· Actively contributing to the team with a pro-active approach to delivering team results.


· Ability to manage time effectively, multitask and prioritise work.

· Ability to act with tact and discretion with team members 


	· Workshop delivery both online and face to face. 




	Other Competencies

	· Commitment to and understanding of equality and diversity issues within a diverse and multicultural environment and the impact on student employability.
 
· Work flexibly across campus sites with occasional weekend and evening work. 


	






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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