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Vision Business Support Services is a subsidiary company of West Nottinghamshire College.

Learner Recruitment Co-ordinator (26 hours per week, fixed term contract until July 2021)

Communications, Engagement & Student Experience

Ref: VBSS20.16
1. The Appointment

You will support the development of an effective learner recruitment function, planning and organising a diverse range of engagement activities to promote the colleges offer to our key markets. 

You should be able to work with young people and adults to help and advise them regarding further education opportunities and choices. Key features of the role will include extending and developing links, events and activities with local schools, agencies, employers and the local community. 

You will be expected to work flexibly within the team to provide marketing and communications support across the college.

You should have relevant experience of direct customer contact and preferably some experience of events organisation and management and sales in a service-related environment; a good general education with, preferably, an IT qualification; experience of using databases and processing information.

You should also have excellent communication and presentation skills, sound administrative and organisational experience and a flexible, adaptable and positive attitude. 
The role will require you to embed the college’s values; Respect, Integrity, Collaboration, High Expectations and Responsibility. 

JOINING OUR JOURNEY 

When you join our college, our staff have access to numerous benefits and facilities:

•
Pension Scheme 

•
Occupational Health Service 

•
Enhanced Maternity/Paternity provision

•
Staff Development days/week (July)

•
Free confidential counselling service 

•
Free car parking

•
On-site hair and beauty salon, Revive Spa, fine dining Refine Restaurant and Create Theatre

2. The Post

2.1 Main Duties and Responsibilities
a) Working with the Lead Coordinator, develop and co-ordinate marketing and recruitment campaigns to promote the college’s academic, vocational and apprenticeship training offer across our key market areas.


b) Support the planning and management of school liaison functions including the provision of information and advice through local schools, careers fairs, college events, parent evenings, business mentors, master classes, direct mail, social media and SMS texting.


c) Work with agencies, local schools the college’s directorates and apprenticeship teams to organise and manage a variety of events including; work experience, taster events, school presentations and a timetable of college, school based and related activities.


d) Working as a team develop and implement marketing campaigns to promote the colleges offering to large local employers.

e) Liaise with the Lead Coordinator to support activities to convert applicants to enrolment.

f) Working as a team develop and implement marketing campaigns to promote the college directly to parents.

g) Develop a network of contacts and liaise with external agencies to promote opportunities at the college.


h) Organise activities and events to promote the college within the local community.


i) Work closely with the Lead Coordinator and directorates to plan targeted recruitment campaigns to achieve student enrolment numbers.


j) Work with the Lead Coordinator and Vision Apprentices team to develop and co-ordinate recruitment campaigns to achieve apprentice enrolment numbers.


k) Maintain and develop market intelligence systems to increase the efficiency and quality assurance procedures in the communications and marketing process.


l) Monitor, research and disseminate information relating to further and higher education and apprenticeships to schools and college staff.


m) Assist in the distribution of college prospectuses and marketing publications to schools and other key partners.


n) Liaise with the college’s directorates to increase college responsiveness to changes in the 14-19 curriculum within local schools and the community.
o) Identify and implement income generation activities such as fund raising and sponsorship for marketing activities.

2.2
Other Responsibilities

a)
To uphold and promote college policies and procedures, promoting those specifically applicable to this area of work, including the Equality & Diversity policies and procedures and attend training as requested.

b)
To apply the college’s own safeguarding policy and practices and attend training as requested.
c)
To keep up to date, so far as necessary, for the efficient executing of the job, with new legislation, procedures and techniques and attend relevant mandatory training.

d)
To be conversant with and participate in activities and developments at college, regional and national level which are relevant to the post.

e)
To present and promote an appropriate public image in representing the college.

f)
To undertake any other duties as may reasonably be required commensurate with the post.
3. Skills, Qualities & Knowledge

	
	Essential
	Desirable

	Qualifications: 
	
	

	Maths to at least level 2 
	(
	

	English to at least level 2 
	(
	

	Level 3 qualification in information and guidance or willing to work towards
	(
	

	IT Stage 2 Qualification
	
	(

	Word Processing Level 2 (intermediate) qualification
	
	(

	Experience 
	
	

	Prior experience of customer service and/or IAG
	(
	

	Prior experience of events management
	
	(

	Handling of confidential information
	
	(

	Dealing effectively with young people
	(
	

	Skills /Knowledge
	
	

	Demonstrate suitability to work with children and 

vulnerable adults including knowledge/understanding of

safeguarding
	(
	

	Ability to work under pressure 
	(
	

	Accuracy and attention to detail
	(
	

	Good communication and interpersonal skills
	(
	

	Good organisational and administrative skills 
	(
	

	Ability to deliver presentations
	(
	

	Knowledge of the post-16 education sector
	
	(

	Qualities/Approach linked to college values 
	
	

	Commitment to Equal opportunities
	(
	

	Passion about importance of good service
	(
	

	Commitment to a team approach
	(
	

	Flexibility in working patterns
	(
	

	Willingness to work unsocial hours 
	(
	

	Sense of humour
	(
	


4. Position within the College

The post-holder will be part of the Student Services team and will report directly to the Lead Coordinator.
5. Terms & Conditions

a) The post is offered on a Vision Business Support Services, Fixed Term Contract. 


b) The salary will be £21,794 pro rata. This is a spot salary. 


c) You will be entitled to 25 days leave (plus bank holidays), pro rata for part time and fixed term period. 


d) You will be required to work 26 hours per week on a flexible basis.

e) Vision Business Support Services operates a Scottish Widows Group Personal Pension Plan.
f) The post holder may be located at any college site and may be expected to travel as required. You will however be given reasonable notice of any change in your principal place of work and be fully consulted. 

6. The Application

Individuals with the appropriate experience, qualifications and personal qualities are invited to complete an online application form by 5pm on 27th March 2020.
www.wnc.ac.uk/vacancies
THE COLLEGE PROMOTES EQUALITY OF OPPORTUNITY AND WELCOMES APPLICATIONS FROM ALL SECTORS OF SOCIETY. 
 The company is committed to safeguarding and promoting the welfare of children and young people and expect all staff to share this commitment. All successful candidates are subject to a Disclosure and Barring Service check.  The successful candidate will be required to pay for the DBS check themselves, the cost (£44 for an enhanced disclosure) will automatically be deducted from their first salary payment.

It is an offence for anyone who is barred from working with children, young people and or vulnerable adults to apply for this position. 
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