
 

JOB DESCRIPTION 

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: UK Student Recruitment & Outreach Officer 

Grade:  NG4 

Reports to: UK Student Recruitment & Outreach Manager 

 

PURPOSE 

The Outreach Officer is a specialist recruitment post that delivers the University’s UK recruitment 

operations, including outreach activity to UK schools and colleges and attendance at key internal and 

external recruitment events. The post holder will work closely with the Outreach Manager and 

colleagues across the University to improve the quality and quantity of applicants. 

 

PRINCIPAL ACCOUNTABILITIES 

1. To strengthen and develop new and existing relationships with UK key feeder schools and 

colleges, focusing on recruitment and encouraging progression of students to our 

programmes.  

2. To manage aspects of the Student Ambassador programme including recruitment and 

selection, monitoring and evaluation, payroll, training and development for use to support 

our recruitment activities. 

3. To identify, develop and co-ordinate activities such as workshops, exploration days and 

other forms of high-level engagement activities that contribute to the University's Access 

Agreement (Office for Students), focusing on raising aspirations and encouraging 

progression of students to our programmes. 

4. To represent the University at relevant events connected to this age group, including 

internal events such as Open Days, as well as other events aimed at recruiting students to 

the University both from our partner and feeder institutions. 

5. To collaborate closely with relevant academic colleagues throughout the University to 

deliver appropriate activities and engagement for the recruitment and progression of 

students. 

6. To develop targeted and bespoke marketing materials and HE guidance information for 

teachers, pupils, parents and other key audiences in digital and printed format to promote 

opportunities for engagement with the University and develop online media to include 

videos, text messaging, and other interactive content delivered through social media and 

traditional web platforms to enhance the recruitment of potential students to the 

University. 



7. To monitor and analyse data from the activities delivered for this age group. This includes 

written reports and the making of recommendations with particular reference to market 

conditions, leading to management reporting. 

8. To establish and maintain a network with colleagues in other HEl's and partner organisations 

keeping abreast of best practice with regards to student recruitment and to participate in 

groups as deemed beneficial to the University's strategic aims. 

9. To advise colleagues and the wider University on national and regional developments in the 

education sector along with professional knowledge of current issues, market trends and 

policy which affect the recruitment of students into the University. 

10. To undertake other duties as appropriate, as required by the UK Student Recruitment and 

Outreach Manager or Director of Global, Recruitment, & Admissions (GRA). 

 

CONTEXT 

The Directorate of Global Recruitment, Admissions and Marketing Communications provides 

professional support and services for the University’s leadership team, and those of its Colleges and 

Schools based at the University’s main sites in the West End of London and at Harrow, in all aspects 

of University’s Global Engagement and Recruitment Strategy. 

The Global Recruitment & Admissions team design and implement the delivery of the University’s 

strategy on Global Engagement, mobility and student recruitment in the UK, EU and specific 

overseas markets and strengthening the co-ordination and support for our Outreach programme 

and partnership and agent activities. The aim of the campaigns is to encourage students with the 

potential to excel at Westminster to make successful applications and join our community, and to 

influence those who offer a variety of support to students of all ages and backgrounds. 

All Departments are expected to think creatively about the effectiveness of the University’s 

administration and to initiate change and innovation in accordance with the needs and expectations 

of Westminster as a modern, professional, international university. Key to the success of the 

professional support functions is the need to continue to develop positive, forward-looking, 

relationships with academic colleagues and to foster a service ethos whereby efficient, effective and 

consistent support frameworks, policies and processes are developed in partnership with academic 

colleagues; innovation is supported and encouraged, and all activities support the achievement of 

University objectives by enhancing the quality of the student and staff experience. 

The post holder will be expected to deliver a high-quality service and exhibit the highest standards of 

professional conduct and performance ensuring these are reflected in staff teams. The post holder 

will also be expected to set standards of professional conduct in line appropriate professional 

membership and competencies frameworks. 

The University requires all post holders 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. 

 

DIMENSIONS 

• Line managed by Student Recruitment & Outreach Manager 

 



KEY RELATIONSHIPS 

• Primary and secondary schools and other feeder organisations 

• Colleagues in GRA and wider professional services, particularly in Admissions and Marketing 

• Peer role holders from other competitor and non-competitor universities 

• Academic and CS managers with responsibilities for promotion of university services 

  



PERSON SPECIFICATION 

 Essential criteria Desirable Criteria 

Qualifications A relevant degree or track record of equivalent 

experience 

A minimum of GCSE in English Language and 

Mathematics 

A qualification in careers, 

counselling or teaching 

Training and 

Experience 

Experience of working within secondary, 

further and higher education setting including 

liaison with teachers, lecturers, pupils and 

parents 

Experience of delivering engagement activities 

with younger age groups 

Experience of analysing data to inform decision 

making 

Experience of events planning, organisation, 

management and delivery. 

Knowledge of UK education system and 

national educational qualifications and UK 

education trends 

Knowledge of undergraduate higher education 

application and funding/finance systems 

Knowledge of child protection issues 

Experience of working in a large 

complex organisation 

Competence in producing, 

understanding and interpreting 

statistics 

Aptitude and 

abilities 

Established IT skills including knowledge of a 

range of Microsoft Office packages on PC or 

Mac 

Excellent communication skills including good 

written English and good telephone manner 

Good interpersonal skills and the ability and 

confidence to deal sensitively and tactfully 

with enquirers making career and life choices 

Knowledge of government and/or 

collaborative partnerships within 

the HE Sector 

Personal 

Attributes  

 

Self-starter with initiative as well as teamwork 

skills and ability to work to deadlines 

Ability to manage own workload and to work 

with minimum supervision 

Flexibility, patience and tact  

Interested in working with people 

Ability to deal with and understand people of 

all ages and backgrounds 

 



Other Out of hours working including weekends and 

some travelling will be part of this role 

Fully committed to contributing to 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. 

 

 

Location: The nature of the role is such that there will be 

frequent periods of UK travel and out of hours 

working. 

 

 

  

 

 

  

   

 

 


