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Job Description
	Job title:

	Information & Events Assistant
part-time 0.7 FTE

	Department/School:

	Careers Advisory Service, Registry


	Grade:

	4


	Location:

	Norwood House 2.7





	
Job purpose

	
The Information & Events Assistant contributes to the provision of careers information services for students, graduates, employers and university departments. Services are delivered through our enquiry desk, our library of information resources, and our website. The post-holder contributes to refining and maintaining the database that is the core of the Careers Advisory Service's integrated information management system, and is required to work with other staff who use the database to identify requirements, implement changes, solve problems and train other users. The post-holder reports to the Information Services Manager for these duties.   

Under the direction of the Employer Services Manager, the Information & Events Assistant liaises with graduate employers to administer the programme of employer recruitment events and the skills development programme on campus. 

Under the direction of the Destinations Survey Manager, the post-holder contributes to the Destinations of Leavers from Higher Education Survey.




	
Source and nature of management provided 

	The post-holder reports to the Information Services Manager. For specified DLHE and employer events tasks, the post-holder is responsible to the Destination Survey Manager / Employer Services Manager as appropriate.



	Staff management responsibility

	N/A




	
Special conditions 

	N/A





	Main duties and responsibilities 


	Information services (50%)


	Information systems duties 

	· Editing and approving vacancies submitted by employers for online publication 
· Handling access requests submitted by employers 
· Contributing to developing and maintaining the management information system  used for employer administration and vacancy handling (currently CareerHub) and problem solving as the need arises.
· Checking and cleaning data as required 
· Setting up and testing of reports, e.g. in Business Objects
· Assisting with the collection of student feedback and service usage statistics

	Information resources and publishing duties 


	· Maintaining the Graduate Contact scheme 
· Contributing to annual updating of information resources for students.
· Producing new HTML pages using templates and supplied content, and updating existing pages.
· Using Adobe Acrobat to create and edit documents for online publishing.
· Ensuring online references and links are correct.
· Preparing documents for print production, placing orders for these and liaising with design and print staff.
· Keeping content management records up to date and developing the database used for annual updating cycles.
· Marketing specified resources to students.
· Assisting with deliveries of publications.

	Enquiry services
	· Dealing with enquiries from students, graduates, employers, university staff and others (in person, by telephone or email), both on a rota basis and as required.

	Destinations of Leavers from Higher Education (DLHE) survey (10%)


	Assisting with the large scale DLHE surveys at all stages
	· Collecting, processing (e.g. checking survey forms) and inputting data.
· Basic coding in fields such as location and subject of study.
· Assisting with data cleaning in preparation for the HESA submission
· Assisting with preparing the data for publishing  online. 

	Events (40%)


	Administration 
	· Supporting the Employer Services Manager to carry out employer relationship management activities.
· Liaising with employers to facilitate the successful operation of the Recruitment Events and Skills Development programmes.
· Supporting administration for employer events
· Supporting administration for events designed by Careers Advisers in Departments/ Faculties/ Graduate Schools.

	Marketing
	· Marketing employer events to students. 
· Producing printed and web-based information.
· Meeting and hosting visiting employers.
· Contributing to the delivery of events including careers fairs, open days and freshers’ events.

	Quality assurance
	· Administering mechanisms to collect feedback from employers participating in the programme of employer presentations and skills training workshops.
· Collating feedback from employers.

	Other duties


	You will from time to time be required to undertake other duties of a similar nature as reasonably required by your line managers, or by the Head of the Careers Advisory Service.
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Person Specification
	Criteria

	Essential
	Desirable

	 
	 
	 

	Qualifications

	
	

	Good secondary education including A Levels or equivalent
	X
	

	GCSE grades C in Maths and English or equivalent
	X
	

	
Experience/Knowledge

	
	

	Knowledge of current issues in Higher Education and the issues faced by students
	X
	

	Understanding of database design and function
	
	X

	Experience of surveys
	
	X

	
Skills
	
	

	Excellent verbal communication skills, including the ability to listen, question and explain, to keep calm and to deal with difficult clients with diplomacy and tact
	X
	

	First class written English, including grammar, spelling and punctuation 
	X
	

	Extensive skills with Microsoft Office packages, including Word and Excel
	X
	

	Ability to do basic web editing and publishing, and willingness to develop new skills for this
	X
	

	Understanding of the internet as an information source, and competency in using the internet to find specific information
	X
	

	Ability to manipulate large spreadsheets with accuracy and confidence
	
	X

	Ability to learn new software skills as required, including student records software and financial software
	X
	

	
Attributes
	 
	

	Capacity to work flexibly and cope with competing demands whilst managing time effectively
	X
	

	Effective teamworker with a cooperative approach
	X
	

	A logical and systematic approach to tasks and positive attitude to solving problems
	X
	

	A pleasant, cheerful personality and telephone manner
	X
	

	A meticulous and diligent approach and commitment to delivering high standards
	X
	



[bookmark: _GoBack]Hours & Conditions
The post is 0.7 of full time, which equates to 25.55 hours per week over the full year.  Longer hours may be needed at peak times, such as in the autumn, for which time off in lieu will be available, although the opportunity to take leave may be restricted during the autumn. The post-holder works every day Monday to Friday and some flexibility is possible regarding exact hours.
Some evening work is required. Many employer events run in the evening and the post-holder is required to contribute to the rota of working until 6.45 pm, largely during the peak period in October and November, for which time off in lieu will be given.  The number of such evenings is expected to be between 4 and 6.
Some of the survey data is collected by telephone in the evenings, and availability to work two or three evenings per year until 9.15 pm in February and March, for which time off in lieu will be given, would be helpful.
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