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Job Description

	Job title:
	Placements Officer

	Department/School:
	Faculty of Science

	Grade:
	6

	Location:
	Faculty Placements Office



	Job purpose

	
The postholder will form part of the Faculty’s Placements Team, taking responsibility for all aspects of placement support and provision for one or more discipline(s) as required.  This will include identifying, negotiating and organising placements both within and outside of the UK and involve extensive interactions with placement providers at a mid to senior management level.  The postholder will support both students and placement providers throughout the recruitment process, providing advice/support and identifying any training opportunities/needs, including delivery of activity-based sessions to large student audiences.   The postholder will also continue to act as a key contact throughout the duration of the placement itself and will have the opportunity to visit students on placement.  

As a member of a wider Faculty team, the postholder will work collaboratively to ensure that services are efficient, effective and adapt to changing circumstances. The postholder will work with the wider University placements community developing common systems and processes standardised on best practice and ensuring that relevant country legislation, including University regulations and procedures, is adhered to.  This is a busy and varied role involving daily communication with senior academic staff, students and current/potential placement providers, often at a senior level, so the post holder will need to have excellent communication and organisational skills, demonstrate a good use of initiative and have the ability to multi-task and prioritise.  Diplomacy, tact and cultural awareness are key to developing strong links both nationally and internationally, in order to optimise the opportunities that we can offer to our students. 




	Source and nature of management provided 

	Head of Placements and Engagement



	Staff management responsibility

	Placement Administrator (where applicable)



	Special conditions 

	You will from time to time be required to undertake other duties of a similar nature as reasonably required by your line manager.  This will form part of your substantive role and you will not receive additional payment for these activities  

There may be a need to work up to four Saturdays per year to support the University’s Open Days. You will be able to take this time off in lieu in recognition of the additional hours. 





	Main duties and responsibilities 
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	i. To initiate, develop and maintain a diverse portfolio of placement opportunities, taking overall responsibility for one or more disciplines within the Faculty team and ensuring that compulsory placement targets are met where required
ii. To support the Head of Placements and Engagement in developing and maintaining a culture of commonality across the Faculty with regard to core business processes and procedures and undertake regular reviews to ensure continuous improvement. Meet the different needs of each department or discipline while also making things run more efficiently by using common approaches and standards.
iii. Act as the main point of contact for students, staff and placement providers, dealing with enquiries (including those of a more complex nature), providing support/guidance and troubleshooting issues in relation to placement provision
iv. Establish, maintain and use clear, effective means of communication with all stakeholders and maintain accurate records
v. Maintain the placements portal, including uploading placement guidelines, advertising opportunities and making general updates as required to support students and academic staff seeking information and ensure that other media such as web pages, displays, presentations are kept up-to-date
vi. Keep up-to-date with current HE placement legislation, policy documents and good practice i.e. the Health and Safety Executive, professional bodies, Quality Assurance Agency and University Quality Assurance – to ensure that all aspects of the placement procedure are fully compliant with all statutory and other requirements.  
vii. Take responsibility for negotiating new agreements or renewing existing ones, within the University guidelines, liaising with University Legal Advisers as necessary to ensure compliance on placement contract agreements and Non-Disclosure/Confidentiality Agreements
viii. Ensure that individual Placement providers comply with local Health & Safety standards and carry Employer’s Liability insurance.  Participate in student risk awareness for overseas placements
ix. Contribute to the annual review of placement handbooks, forms, information packs and other materials for staff, students and placement providers.  Tailor documentation to specific disciplinary needs where necessary
x. Actively participate in meetings with the Placements Team, the University Employability Forum and the Careers Service; represent the University at conferences and external meetings where appropriate
xi. Attend University Open Days and Applicant Visitor Days to deliver presentations and speak to prospective students and parents. Contribute to other relevant events where necessary
xii. Maintain and continuously improve digital systems, databases, automated workflows, dashboards and reporting tools that support placement activities. Ensure information remains accurate, up to date and aligned with organisational requirements, using data and market intelligence to provide meaningful insights that inform student support, decision-making and service development.
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	Student Support
All members of the Faculty Placements team are required to work with students within their allocated primary departments/disciplines to advise, assist and enable students to identify and secure suitable placements and maximise their benefit in terms of academic, personal and long-term career development.  This includes, but is not limited to, the following:

Pre-placement 

i. Work with both internal and external providers to deliver effective high quality skills development in self-marketing and recruitment skills (CVs, letters, application forms, interview skills, assessment centres and aptitude tests)  through activity-based sessions and one-to-one advice
ii. Research placement providers’ core values and ethos and develop an awareness of the nature of individual job descriptions in order to advise students on suitable positions and help them tailor their applications appropriately
iii. Develop a sound understanding of individual degree disciplines by keeping up-to-date with degree programme content, student projects and skills
iv. Ensure students receive appropriate advice about placement choice (including future career development and guidance) and how to locate a placement either in the UK or abroad
v. Ensure all placements advertised are appropriate to the students’ programme of study, meeting the unit aims and  learning outcomes
vi. Arrange placement interviews on and off campus as required
vii. Organise and run pre-placement sessions to brief students on workplace and organisational culture (where possible), professional conduct, personal safety awareness, personal and professional development planning and career management
viii. Brief students on their responsibilities and unit assignments with clear access to supporting information
ix. Take responsibility for making every effort in assisting students where a placement is a compulsory programme requirement

During Placement

i. Take overall responsibility for ensuring that set guidelines are followed for the supervision and monitoring of students throughout the placement period, assessing and resolving enquiries and problems to ensure that they have the best placement experience possible
ii. Ensure that appropriate reports/assignments are completed and submitted and that feedback is provided in a timely fashion
iii. Provide feedback on assignments as required
iv. Organise and undertake workplace visits to students on placement
v. Undertake troubleshooting if appropriate and advise academic staff, Personal Tutors and Placement Tutors of individual and general placement issues
vi. Work with Placement Tutors on matters relating to specific academic disciplines

Post-placement

i. Organise and run debriefings for returning students through discussion, consideration and evaluation of personal and professional development 
ii. Organise placements conferences and poster exhibitions 
iii. Ensure that final assignments are completed/submitted and feedback is received in a timely fashion
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	Placement provider support
All members of the Faculty Placements Office are required to identify, establish and maintain good relations with existing and prospective placement providers, providing support in developing good-practice placement procedures and to offer advice and assistance throughout the application process.  The Placements Officer will take on a similar operational role which includes, but is not limited, to the following:

i. Research and develop new opportunities to generate new placements relevant for Science students in the UK and abroad working in collaboration with the University Careers Service, Alumni Office and Students’ Union 
ii. Manage and further develop good relationships and strong links with placement providers in industry, commerce, the public sector etc. and promote the creation of partnerships between business, the Faculty and its Departments
iii. Actively encourage placement providers to take part in campus events and oversee arrangements for hosting presentations, skills sessions and interviews on campus where required
iv. Actively research new placement opportunities that are relevant to the programme of study and foster new relationships with placement providers
v. Evaluate job descriptions and new placement providers to ensure the placement will meet the programme and unit aims and learning outcomes
vi. Advise placement providers on degree programme units, content and student skills
vii. Assist with the content and structure of job descriptions
viii. Advise on salary levels 
ix. Assess all placement provider demands, problems and enquiries and resolve them in a timely and effective manner 
x. Ensure post-placement provider appraisal of student placement performance is carried out with appropriate feedback and details of lessons learnt
xi. Utilise mail merge to contact employers whilst ensuring personalisation of communication remains.


	
This is not intended as an exhaustive list of duties or a restrictive definition of the post but rather should be read as a guide to the main priorities and typical areas of activity of the post-holder. These activities are subject to change over time as priorities and requirements evolve and as such it may be amended at any time by the line manager following discussion with the post holder. 

Additional hours may be required when visiting locations at a distance.
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	Criteria: Experience/Knowledge
	Essential
	Desirable

	Experience in a support role preferably with experience of student administration or equivalent experience working in a busy office in an administrative role
	
	P

	Previous experience of customer/client contact especially establishing and developing effective links with companies in the relevant discipline/field
	
	P

	Liaison with and experience of industry including the role of placement students within organisations
	
	P

	Experience of working with and/or knowledge of professions within the relevant discipline/field
	P
	

	Previous experience of employer liaison and negotiation
	
	P

	Experience of Higher Education and the student learning experience
	
	P

	Good working knowledge of standard IT packages and databases 
	P
	

	Skills in University specific software (including MS Officer 365, PowerBi, Moodle, Power Automate) and/or web based management information systems and virtual learning environments
	
	P

	Experience of maintaining clear and accurate records
	P
	

	Evidence of independent and effective team working
	P
	

	Experience of effectively organising a busy workload with sometimes conflicting priorities, to meet deadlines
	P
	

	Evidence of working within specific frameworks e.g. Quality Assurance compliance
	
	P



	Criteria: Skills
	Essential
	Desirable

	Excellent written and oral communication skills, with ability to operate with a high level of tact and diplomacy.  Excellent standard of accuracy and attention to detail 
	P
	

	Excellent interpersonal skills in order to communicate effectively and professionally with a variety of staff, students and placement providers at all levels of seniority. Ability to develop good working relationships.
	P
	

	Clear problem-solving ability with reference to our various stakeholders
	P
	

	Ability to present and support the learning of students.  
	P
	

	Teaching or training experience
	
	P

	 Able to organise people and resources (such as planning events and overseeing others) while handling several tasks at the same time.
	P
	

	Capacity to manage and prioritise a high workload, often working to tight deadlines
	P
	

	Competent, conscientious and motivated with a methodical approach to work
	P
	

	Ability to be adaptable and flexible and to learn new skills quickly
	P
	

	Ability to handle confidential information with tact and discretion
	P
	

	Ability to work with numerical data,  compile and understand basic statistics
	P
	



	Criteria: Professional Qualifications
	Essential
	Desirable

	N/A
	
	




	Criteria: Academic Qualifications
	Essential
	Desirable

	Education to relevant degree level or equivalent in a Science or related discipline
	P
	



	Effective Behaviours*

To be most effective in this role the University has identified a set of effective behaviours.  These behaviours do not examine technical competence, rather they identify the behaviour patterns that are valued due to them being consistent with high performance across the organisation.  This table identifies how the EBF applies to this specific role:

	Managing self and 
personal skills:

	· Sets high personal standards in both verbal and non-verbal communication
· Respects confidentiality and demonstrates sensitivity when dealing with team issues
· Ensures regular, clear and consistent communication 
· Fosters an open, transparent working environment
· Treats all members of the team with fairness and equity
· Develops an awareness of the wellbeing of all members of the team 

	Delivering excellent service:
  
	· Listens with empathy, questions and clarifies in order to understand the needs of others
· Tailors communication to meet the needs of stakeholders
· Fosters a continuous improvement philosophy
· Demonstrates commitment to consistent service standards and on-going service improvement 
· Contributes to the culture of continual reflection and improvement in team practices
· Shares knowledge and supports others
· Understands the operational plans that support the achievement of team objectives

	Finding innovative solutions:

	· Contributes to developing and implementing innovative solutions
· Gives others the space and freedom to be creative
· Shares learning and experience 

	Embracing change:
 
	· Embraces change through contributing to developing and testing new ideas
· Is open to experimentation and new ways of working
· Adapts approach to respond to changes within and outside the University 

	Using resources:

	· Is perceptive in identifying the information and knowledge people need and why they need it 
· Draws on others’ knowledge, skills and experience
· Liaises outside of immediate work area to maximise use of resources within the University
· Deploys resources efficiently, at the right levels, delegating appropriately

	Engaging with the big picture:
  
	· Understands the team strategy, working towards individual and team objectives accordingly
· Proactively builds and utilises networks with colleagues across the University
· Understands different perspectives and ways of working
· Takes an active interest in what is happening more widely in the University and informs others where appropriate

	Developing self and others:
	· Is open to constructive feedback as part of normal day-to-day work activity
· Contributes towards team meetings effectively, ensuring everyone has an opportunity to contribute
· Is self-starting, motivated, and self-aware
· Identifies own strengths, and recognises strengths of others in the team to work collobaratively and effectively 

	Working with people:
  
	· Co-operates willingly to support the achievement of team goals
· Understands a range of perspectives to help reach agreement
· Communicates effectively by sharing relevant information and keeping others informed
· Recognises and respects the roles, responsibilities, interests and concerns of colleagues and stakeholders
· Demonstrates honesty and integrity by sharing the credit with others
· Adapts communication style in order to foster positive relationships
· Celebrates the successes of others
· Deals with complaints of inappropriate behaviour or performance of team members, following the University policies and procedures

	Achieving results:

	· Gains and maintains the support of key colleagues and other stakeholders in order to produce outcomes
· Prioritises workload according to importance and urgency
· Takes the time to celebrate successes
· Adapts quickly to changing demands
· Celebrates team successes, acknowledging the contributions of others
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