
 

 

 
 

JOB DESCRIPTION 
 

Job Title:   Lead Partnership Officer (Colleges) – 12 months maternity cover 
Grade:   E 
Service:  Student Recruitment Marketing 
Location:  Docklands Campus 
Responsible to: Partnership Manager  
Liaison with: UEL schools, colleges and services, local authorities, schools, 

colleges and other training providers, mature students, UEL 
students, widening participation and other external networks 

 
The Institution  
 
The University of East London is an extraordinary university in an extraordinary 
place. We are at the heart of unprecedented transformation and regeneration area 
and we have a longstanding commitment to our community as an ‘anchor institution’ 
which truly makes a difference to people’s lives. Constant innovation and real-world 
focus enable us to meet the challenges presented by the pace of change while 
delivering the opportunities this affords for our students, academics, researchers and 
professional staff. 

 
Job Purpose 

 
To work with schools, colleges and training providers to develop partnerships and 
deliver projects and events that promote HE progression to students, staff, parents 
and other stakeholders and which enable students to develop their skills and 
understanding of HE, to make informed choices about further study and to prepare 
for successful transition to university. 
    
Main Responsibilities: 

1. To develop, support and deliver widening participation projects and outreach 
activities for schools, colleges, training providers and other education partners 

2. To liaise with staff in schools, colleges, training providers and local authorities 
to seek opportunities to deliver outreach activities and projects to ensure 
outreach and partnership targets are met 

3. To liaise with staff in Schools and Services to develop appropriate and high 
quality curriculum, skills and careers content to enable students to develop 
their skills and understanding of HE through taster days, experience days, 
workshops and summer schools 

4. To advise and support colleagues in academic Schools to develop targeted 
outreach plans and to secure opportunities for School specific outreach to be 
delivered 



 

5. To work with schools, colleges and training providers to plan and tailor the 
offer to create high quality learning experiences which meet students’ needs 
and aspirations at key points in their student journey and through this activity 
to build knowledge and external partnerships 

6. To co-ordinate multiple projects effectively including preparing project plans 
and budgets and reporting progress to team and committee meetings and to 
event manage activities including room bookings, co-ordinating staff and 
student tutors, programme development, and planning additional resources   

7. To plan for, carry out and analyse evaluation of all activity which the 
postholder is responsible for in line with the team’s evaluation plan. 

8. To ensure that clear and robust systems for the management of safe learning 
environments, including risk assessments, first aid, child safeguarding, 
emergency procedures and provision of briefings for staff and students 

9. To contribute towards the development of bids and proposals including 
costing activity to secure internal and external funding for projects 

10. To identify and analyse relevant data to develop and support lead areas of 
work and to maintain an overview of data and progress against milestones 
within the schools and colleges outreach plan 

11. To produce and contribute to regular reports to specified deadlines as 
required by UEL and external organisations 

12. To develop content for and contribute to updating the website and publicising 
the team’s work through social media, newsletters and internal publications 

13. To contribute towards areas led by other colleagues Education and 
Community Partnerships including representing UEL at UCAS fairs, HE fairs 
and other events 

14. To maintain an overview of key developments within sector and project 
specialisms and attend conferences, seminars and other training events in 
order to keep abreast of  developments which impact on the post 

15. To undertake other duties commensurate with the grade of the post as 
required by the Partnership Manager or Head of Education and Community 
Partnerships 

16. To undertake evening and weekend work where necessary and some national 
travel, which will necessitate overnight stays 

17. To promote equality of opportunity through our outreach programme and work 
in accordance with UEL’s equal opportunities policies  

 
 
 
 
 
  



 

PERSON SPECIFICATION 
 

EDUCATION QUALIFICATIONS AND ACHIEVEMENTS: 
Essential criteria 

 Educated to degree level and/or relevant experience 
 

Desirable criteria 

 Teaching qualification  
 

KNOWLEDGE AND EXPERIENCE: 
Essential criteria 

 Knowledge of widening participation and the barriers that prevent people from 
progressing to higher education  

 Experience of developing partnerships with schools, colleges and training 
providers 

 Experience of developing and delivering outreach projects and presentations 
for young people  

 Experience of developing, delivering and monitoring projects using project 
management systems  

 Experience of data management/analysis as tools for improvement  
 

Desirable criteria 

 Experience of working in a school, college or training provider 
 
COMMUNICATION: 
Essential criteria 

 Strong interpersonal and communication skills (both written and verbal) 
including the ability to liaise with a range of support and teaching staff across 
the university and in partner schools and colleges and other local 
organizations 

 Ability to write project plans and reports 
 
TEAM WORK AND MOTIVATION: 
Essential criteria 

 Ability to negotiate with partners to develop content including selecting and 
advising on the most appropriate content and delivery method 

 Experience of organising staff, students and resources to deliver workshops 
and ensuring the quality of provision  

 
PLANNING AND ORGANISING: 
Essential criteria 

 Experience of planning, prioritising and organising own work whilst ensuring 
the effective use of resources 

 Experience of planning events including risk assessments and managing 
safeguarding  

 
INITIATIVE AND PROBLEM SOLVING: 
Essential criteria 



 

 Experience of working on own initiative and without supervision, using 
creativity to resolve problems, identifying practical and suitable solutions  

 
OTHER: 
Essential criteria 

 Flexibility and ability to work outside of standard office hours 

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

 


