
 

 

 
JOB DESCRIPTION  

 
NOTE This job description does not form part of the employee’s contract of 
employment but is provided for guidance. The precise duties and responsibilities 
of any job may be expected to change over time. Job Holders should be consulted 
over any proposed changes to this job description before implementation. 

 
JOB TITLE: Westminster Employability Award Coordinator 
REPORTS TO: Student Engagement and Projects Officer 
Grade: NG4 
 
PURPOSE: 
To assist in the development of Westminster Employability award to increase 

accessibility to the scheme and enhance graduate employability across the 
University. 

PRINCIPAL ACCOUNTABILITIES 
1. Assist with the overall coordination of the Careers and Employability 

Westminster Employability Award working closely with the Student 
Engagement Projects Officer. 

2. Assist in the development of new pathways and activities on the Westminster 
Employability award to meet the changing needs of students including 
working closely with colleagues, employers, service providers and the 
student union. 

3. Develop event management plan for end of year ceremony including (but not 
limited to) sourcing appropriate platform/location, entertainment, schedule of 
events, production of certificates, organising key speaker(s), invitations, and 
technology to broadcast or stream the event.  

4. Document student completion data for end of year prizes including (but not 
limited to), organizing prize award panel, record data against prize criteria, 
source student stories for promotions, and organise payment of prize winners 
in a timely fashion. 

5. Examine ways to introduce personal development elements into the award 
to improve accessibility and retention of students through organising 
appointments, group sessions and the development of guidance resources. 

6. Oversee the development of the Westminster Employability Award 



ambassador programme, including (but not limited to) ambassador training 
and induction, collating student feedback and reports for further award 
enhancements and tracking budget spend for student-led social events. 

7. Create annual social media plan and generate content relating to the award 
such as events, support, deadlines, new developments and coordinate 
student generated content projects for promotions. 

8. Assist in producing regular student engagement reports relating to the award 
for academic colleagues and committee groups to identify areas of strength 
and opportunity.  
 

9. Undertake any other such duties within the competence of the post holder as 
may be assigned by the Student Engagement Projects officer. 

 
 
CONTEXT 
This post forms part of the Student Engagement and Projects team. The team acts 
as the link between the Careers and Employability Service and our student and 
graduate clients, ensuring a high level of customer satisfaction. 
 
The main purpose of the team is to enhance students’ employability by widening 
access to the service, continually undertaking cutting edge projects and initiatives, 
ensuring services are communicated effectively and are underpinned by customer 
feedback and student needs.  
 
Graduate Employability is one of 7 key measures of success in the University of 
Westminster’s strategy. Careers and Employability colleagues work in cross-
functional teams and on collaborative projects, within the University and with 
external partners to increase graduate employability. The Careers and 
Employability Service is committed to continuous quality improvement in services 
and place student experience and outcomes at the heart of our work. 
 
The Careers and Employability Service, based in Student and Academic Services, 
is organised into 4 teams - Careers Advisory Services, Work Experience and 
Recruiter Engagement, Work Based and Project Learning, and Student 
Engagement and Projects.  
 
The job will be based at a named site, but all University appointments are made on 
the understanding that colleagues may serve at any of the service points should 
the need arise. 
 
To have an understanding of individual health and safety responsibilities and an 
awareness of the risks in the work environment, together with their potential impact 
on both individual work and that of others. 
 
Student and Academic Services (SAS). SAS provides professional, efficient, 
effective and consistent researcher and student-focused support and services 



across the University’s main sites in the West End and at Harrow. It will lead on 
professional support for a wide range of research, learning and wellbeing 
interventions that enhance the experience of students, colleagues and alumni 
throughout their relationship with the University. 
 
DIMENSIONS 
This role has no budget or line management responsibility.  
  



PERSON SPECIFICATION 
 
 

 Essential criteria Desirable Criteria 
Qualifications  A Levels or equivalent Degree or equivalent 

practical experience 
Training and 
Experience 

Experience of contributing to the running 
of an employability award programme or 
equivalent personal development 
programme 
 
Experience of working in Careers and 
Employability service or similar 
professional service in Higher education 
 
Excellent IT skills including good working 
knowledge of MS Office (word-
processing, spreadsheet, Sharepoint 
PowerPoint, database packages, video 
conferencing software such as Teams, 
Zoom, Hopin, email, editing software, 
and desktop research 
 
Experience of planning large 
events/ceremonies (100 people or more) 
and managing operations, and ensuring 
value for money 
 
Experience of working with and 
analysing a variety of data including 
producing reports 
 
Experience of training and managing 
student helpers/ambassadors to support 
departmental objectives 
 
Experience of creating social media 
campaigns  
 
Administrative experience  
Experience of managing a high volume 
workload and working to tight deadlines 
 

Experience of 
carrying out personal 
development training 
or workshops 
 
 
 
 
 
 

Aptitude and 
abilities 

Excellent oral and written 
communication skills 
 
Excellent at paying attention to detail, 

Familiarity with 
working with Careers 
and Vacancy software 
TargetConnect or 



organising and prioritising work and to 
work accurately under pressure and to 
tight deadlines 
 
Excellent interpersonal skills and at 
establishing good working relationships 
with colleagues, students and external 
partners 
 
Ability to understand customer needs 
and assess the potential impact on the 
student experience when making 
decisions 
 
Ability to ensure outcomes are delivered 
 
Strong commitment to providing 
excellent customer care to a range of 
stakeholders 
 
Ability to use tact and discretion when 
working with sensitive and personal 
issues 
 
Ability to communicate complex 
information into plain language for a 
diverse student population 
 
Good understanding of the principles of 
equality and diversity 
 
Excellent Numeracy skills and strong 
attention to detail 
 
Commitment to personal and 
professional development 
 

experience of building 
workflows on 
equivalent systems 

Personal 
Attributes 

Able to work as part of a busy team 
 
Good at building strong relationships 
with students and colleagues  
 
Have a high level of commitment  
 
Efficient and reliable  
 
Have a pro-active approach to problem 

 



solving 
 
Self-motivated, enthusiastic and flexible 
 
Able to work on own initiative 
 
Commitment to personal and 
professional development 
 
Willingness to lead on projects 
 
Fully committed to contributing to a 
stimulating learning and working 
environment which is supportive and 
fair, based on mutual respect and trust, 
and in which harassment and 
discrimination are neither tolerated nor 
acceptable 
 

Other  Currently most operations and 
activities relating to the award are 
delivered online. We anticipate 
operations may change depending on 
student demand and require more 
onsite/on campus delivery. Therefore, 
candidates would be expected to work 
on our main Marylebone Campus and 
on occasion travel to our Harrow 
Campus. At certain points of the year 
candidates may be expected to work 
over time. 
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