
 

 

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:  Mentoring Intern 

Department: Alumni Relations Office 

Reports to:  Senior Mentoring Officer 

Grade:  NG2 

 
Job Purpose: 
 
The post holder will provide administrative support to the University of Westminster’s 
Career Mentoring Scheme, in particular with the marketing and the running and the 
Ask a Mentor service. The Career Mentoring Scheme is an award-winning university-
wide initiative designed to enhance the employability of University of Westminster 
students. The Scheme supports hundreds of students and recent graduates each year. 

 

Principal Accountabilities: 
 

1. Contribute and deliver ideas for marketing campaigns which will increase 
participation in the Career Mentoring Scheme and the Ask a Mentor service.  

 
2. Support with creating regular online promotional campaigns for the Career 

Mentoring Scheme and Ask a Mentor service, tailored to priority groups of 
students and mentors as guided by the Mentoring Team, to increase 
participation in mentoring. 

 
3. Help to create online and printed marketing materials related to mentoring.  
 
4. Assist with the running of the Ask a Mentor service, including promoting the 

service, receiving applications, and matching mentors to mentees for one-off 
conversations.  

 
5. Assist in answering general enquiries about the Career Mentoring Scheme 

and Ask a Mentor Service via phone, email or in-person, when required. 
 
6. Support with data entry tasks and gathering data for evaluation reports for 

mentoring activity. 
 

7. Support the Mentoring Team in the day-to-day running of the Career 
Mentoring Scheme. 
 

8. To carry out other duties appropriate to the grade, as required by the 
line manager. 



 

 
Context 

 
The Mentoring Intern will have a particular focus on marketing mentoring opportunities 
at Westminster and running the Ask a Mentor service.   

 
This post is funded by the Quintin Hogg Trust (QHT) and delivery of the project is 
to the timescales of the funded project. The Career Mentoring Scheme began in 
the academic year 2010/11 to enhance the employability of Westminster 
students. Today, the scheme has become the University’s flagship mentoring 
scheme and arguably one of the biggest in the UK higher education sector with 
over 700 mentors across the world. 

 
The role is based within the Alumni Relations Office whose primary purpose is “to 
inspire and engage the University of Westminster’s vibrant, global community of 
alumni and supporters to build lifelong and mutually beneficial relationships with 
the institution”. 
 

 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 
 

The Mentoring Intern works as part of the Mentoring Team, situated in the Alumni 
Relations Office within the Business Engagement Directorate. 
 
The post holder will be accountable to the line manager on a day-to-day basis. 

 
The role will be based at the University’s Wells Street site, but will be expected to 
support events and attend meetings at other sites when necessary which may include 
some unsocial working hours.

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

PERSON SPECIFICATION 
 
 Essential criteria Desirable Criteria 

Qualifications Educated to A Level standard or 
equivalent practical experience 

 

Training 
and 
Experience 

Experience of general office duties 
including reception duties, dealing with 
telephone, written enquiries and office 
filing in a timely and professional 
manner. 
 

 
Excellent IT skills including good 
working knowledge of MS Office and an 
aptitude to use a range of different I.T 
systems. 
 
 

Experience of 
coordinating 
marketing materials; 
reviewing existing 
and developing new 
materials and 
publications 
 
Experience working 
in a student support 
department or related 
service. 
 

Administration 
experience within a 
team environment 
and/or front-line work 
with students and 
other stakeholders. 
 

Aptitude and 
abilities 

Ability to understand and prioritise 
customer needs. 
 
Able to demonstrate excellent oral and 
written communication skills. 
 

Excellent interpersonal skills and at 
establishing good working 
relationships with staff, students and 
external contacts. 
 
Ability to use tact and discretion when 
working with sensitive and personal 
issues and information. 
 

Excellent at paying attention to detail, 
organising and prioritising work and 
working accurately under pressure. 

 



 

Personal 
attributes 

Must enjoy working as part of a busy team.  
 

Must be flexible to adapting to an ever- 
changing environment. 
 
 

 

 

Other 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. 

 

 


