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	Job title:
	Campus Events Coordinator 

	Department/School:
	Student Recruitment and Admissions

	Grade:
	5 0.8 fte

	Location:
	University of Bath premises




	Job purpose

	The post holder will support the organisation, planning and coordination of a diverse programme of widening access and recruitment activities and events, including residential events for potential Bath students. This involves scheduling and organising events and taking bookings from schools and colleges. The post-holder will manage several email inboxes ensuring a timely response and signposting to the correct source of information as required. 
The post holder provides administrative support for the department’s campus-based events, residentials and recruitment activity, including the Autism Summer School, Discover Bath and Step into Bath. This involves contacting prospective participants, processing their applications, supporting the development of programme timetables and preparing participant support plans. The post holder liaises with partner organisations, on the communication and administration of jointly delivered events, and monitors and responds to shared team email inboxes.
The post holder supports the deployment of student ambassadors who help to deliver campus-based events. This includes assisting with ambassador recruitment, providing logistical support for their deployment at events such as Offer Holder Days, and supporting the student staff payroll process.
The post holder is responsible for maintaining comprehensive records on events with prospective students. This varied role requires the exercise of independent judgement and initiative and excellent administrative and interpersonal skills.  Depending on workflow throughout the year, you may be asked to support other areas of the Department’s work from time-to-time. This will include areas of works such as finance, record keeping and data collection, dealing with enquiries and making bookings. 




	
Source and nature of management provided 

	Line management is provided by Campus Events Officer



	
Staff management responsibility

	None



	Special conditions 

	You will be required to undertake a Disclosure and Barring Service check. Evening and/or weekend work may be required for which time-in-lieu or overpay is provided. There will be restrictions on the availability to take leave at peak times of year, specifically around key events the department is involved in such as Confirmation and Clearing, Open Days and residential Summer Schools. 






	Main duties and responsibilities 

	1
	Act as a point of contact for students, parents, schools/colleges, partners and other stakeholders, dealing with enquiries and making bookings for attendance at events. Handle all enquiries in a courteous and helpful way; these may be by telephone, email, letter, or in person.

	2
	Provide general administrative support to the team, including supporting the student staff payroll process and monitoring and responding to shared team email inboxes.

	3
	Work with Events Officers to plan the delivery of outreach events and programmes at venues on campus. Help to arrange the event logistics necessary to run a successful event, this includes room bookings, catering orders and parking arrangements. 

	4
	Support the team involvement in large-scale campus events such as Offer Holder Visit Days. Work closely with academic Departments and Marketing & Communications; assigning, supervising and briefing teams of student ambassadors; providing advice and guidance to event attendees; and trouble-shooting during the events.

	6
	Prepare event resources including attendance registers, activity and evaluation materials and teacher and staff packs. This includes a particular focus on working with a partner organisation taking a leading role in communications and in the delivery of jointly run activity.

	7
	Administer the application processes for the department’s residential programmes. This includes processing applications, making telephone calls to prospective participants and their schools, and preparing participant support plans and supporting documentation.

	8
	Participate in the delivery of events on campus which includes running event registration areas and ensuring the smooth running of events. 

	9
	Monitor expenditure on programmes and activities and assist with estimating costs for new activities and initiatives.

	10
	Provide financial administrative support including purchasing goods/services, raising invoices, and producing reports using financial management systems.

	11
	With other members of the team monitor and maintain office supplies and services and assist colleagues as required.

	12
	Monitor and oversee online enquiry and booking systems, including collating data relating to enquiries and responding to requests for information.

	You will from time to time be required to undertake other duties of a similar nature as reasonably required by your line manager or the Head of Access, Recruitment and Outreach.  You are required to follow all University policies and procedures at all times and take account of University guidance.








	Criteria:  Qualifications 

	Essential
	Desirable

	Good general education of minimum A Level or equivalent. Must include English and Maths GCSE.

	x
	

	UK degree or equivalent

	
	x



	Criteria:  Knowledge and Experience

	Essential
	Desirable

	At least two years administrative experience in an education related context

	X
	

	Experience of working in Higher or Further Education

	
	X

	Experience of using a CRM or events database
	
	X



	Criteria: Skills and Attributes

	Essential
	Desirable

	Excellent interpersonal, verbal and written communication skills, including the ability to engage appropriately with a wide range of stakeholders 

	X
	

	A high level of IT competence with a good knowledge of Microsoft packages including Word, Excel and Access and competent user of databases.
	X
	

	Strong organisational and administrative skills with close attention to detail and a methodical
 approach

	X
	

	The ability to maintain administrative systems and records.

	X
	

	The ability to treat information with discretion and to handle confidential and sensitive data appropriately, in line with data protection requirements.
	X
	

	Numerate and able to manipulate data

	X
	

	The capacity to maintain good relationships and work as part of a team.

	X
	

	A flexible approach to work with an ethos focusing upon getting the job done.

	X
	

	Able and willing to work unsupervised and to organise and prioritise own workload, with a knowledge of when to ask for help

	X
	






	Effective Behaviours Framework

The University has identified a set of effective behaviours which we value and have found to be consistent with high performance across the organisation. Part of the selection process for this post will be to assess whether candidates have demonstrably exhibited these behaviours previously. 


	Managing self and personal skills:
Willing and able to assess and apply own skills, abilities and experience.  Being aware of own behaviour and how it impacts on others.
  

	Delivering excellent service:
Providing the best quality service to all students and staff and to external customers e.g. clients, suppliers. Building genuine and open long-term relationships in order to drive up service standards.
  

	Finding innovative solutions:
Taking a holistic view and working enthusiastically and with creativity to analyse problems and develop innovative and workable solutions.  Identifying opportunities for innovation.
  

	Embracing change:
Adjusting to unfamiliar situations, demands and changing roles.  Seeing change as an opportunity and being receptive to new ideas.
 

	Using resources:
Making effective use of available resources including people, information, networks and budgets.  Being aware of the financial and commercial aspects of the University.


	Engaging with the big picture:
Seeing the work that you do in the context of the bigger picture e.g. in the context of what the University/other departments are striving to achieve and taking a long-term view.  Communicating vision clearly and enthusiastically to inspire and motivate others.
  

	Developing self and others:
Showing commitment to own development and supporting and encouraging others to develop their knowledge, skills and behaviours to enable them to reach their full potential for the wider benefit of the University.
  

	Working with people:
Working co-operatively with others in order to achieve objectives.  Demonstrating a commitment to diversity and applying a wider range of interpersonal skills. 
  

	Achieving results:
Planning and organising workloads to ensure that deadlines are met within resource constraints.  Consistently meeting objectives and success criteria.
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