[image: ]

[image: A blue and black logo

Description automatically generated]


Job Description

Post title: Student Recruitment Events Team Leader - (Faculty of Arts & Humanities & Open Days)
Date last updated/evaluated: January 2025
Author: Head of Student Recruitment Events
School / Department:			Global Recruitment, Admissions and Marketing
Faculty / Directorate:			Student Experience Directorate
Job Family:				Management, Specialist and Administrative (MSA)
Grade:					Level 4
ERE Pathway (if applicable):		Not applicable
Post reporting to:			Head of Student Recruitment Events
Post line report(s):			Student Recruitment Events Supervisor (Level 3) 
Student Recruitment Events Administrator (Level 2b)
Student Ambassadors at specific events
Post base location:			Hybrid: Campus / Home : Office-based and Outside work (see job hazard analysis)

[bookmark: _Hlk187072310]Job purpose: 	
To manage and coordinate the University’s student recruitment events to support the achievement of targeted numbers and quality of students according to the University Strategy, whilst having specific faculty and event responsibilities.
This role, one of four in the Student Recruitment Events Team, has a specific responsibility for liaison with the Faculty of Arts & Humanities, ensuring events throughout the applicant life cycle are designed to achieve the targeted objectives of the faculty and are aligned to marketing and admissions strategies.
This role will take responsibility for the Open Day events, leading the design and delivery of this element of the applicant life cycle across all faculties in collaboration with other members of the Student Recruitment Events Team. The post holder will ensure delivery of consistently high-quality events, working with GRA and Faculty colleagues to drive up visitor satisfaction and applicant conversion.

Key accountabilities and indicative time allocation:
1. 40%
Project manage the planning, organisation and delivery of the University’s Open Day events.  These are major, large multi-campus events with capacities of up to 10,000 guests.
Seek and promote opportunities to maximise, develop and enhance the success of these activities resulting in firm choice acceptance of the offer.

Review evaluation methods in place to obtain feedback on events organised and to ensure this is used constructively to inform the planning of future events and to enhance the visitor experience wherever possible. Monitor and report regularly on budget spending, routine financial expenditure, and resource use within individual project areas.
Undertake extensive partnership working with academic and Professional Services colleagues across the University, both internal and external, to meet the aims and objectives of these events.  Managing resources to ensure maximum efficiency and continually monitoring progress against project plans.  
2. 35%
Act as key Student Recruitment Events liaison for the Faculty of Arts & Humanities, ensure close collaboration between Global Recruitment and Admissions and academic schools in devising appropriate events for recruitment and conversion.
Work with Faculty Marketing Officers and Admissions Team Leaders to provide a joined-up approach to the visitor and applicant journey, specifically working with faculty with the faculty marketing officer on the unique selling points for the subjects and ensure Student Recruitment Events reflect this.
3. 10%
Line manage and develop the Open Day event team with responsibilities for delivery of visit days and selection events to prospects and applicants.  Liaise with Digital User Experience, Customer Relationship Management team (CRM) and Marketing teams to both promote and communicate these events to the target audience and across channels. Ensure the correct Health & Safety Risk Assessment is in place and has been disseminated prior to the event to all workers at the event
4. 5%
Attend university committees/working groups as requested by the Student Recruitment Events Manager to ensure areas of responsibility are represented and reported on. Network with colleagues in other HEIs and undertake mystery shopping where appropriate to determine best practice with regards to student recruitment.

5. 5%
Contribute as a member of the Student Recruitment Marketing and Events Team towards broader initiatives to ensure and implement an excellent applicant and student experience. 
Participate in cross-functional activities such as international student registration, open days and student recruitment events, confirmation and clearing.
6. 5%
Any other duties as allocated by the line manager following consultation with the post holder.

Internal and external relationships:
· Academic and Professional Services staff and students in faculties who are involved in activities relating to student recruitment
· Staff in external schools and organisations
· Prospective students and parents/advisors
· Staff in external organisations, for example those who provide services for open days

Special requirements:
Demonstrate Southampton University behaviours (Embedding Collegiality – see below). 
Due to the nature of Student Recruitment Events and the broader activities of the Global Recruitment and Admissions department, this role will involve frequent Saturday working and out of hours activity at busy times of the year such as Open Days, Visit Days, Confirmation & Clearing. 




Person Specification – Skills and Competencies
[bookmark: _Hlk187230474]All essential and desirable criteria outlined in this Person Specification will be assessed through a combination of recruitment application and CV, and where applicable numerical or written assessment.
Knowledge, Experience and Qualifications
Essential
· Substantial and authoritative practical knowledge and experience in the required operational discipline, supported by general theoretical understanding.
· The required level of knowledge and understanding will normally have been gained through some or all of the following:
· Considerable work experience
· Vocational training
· Formal qualification(s) equivalent to Level 5 or 6 of the Regulated Qualifications Framework e.g. foundation degree or degree with honours, or Level 5 or 6 award, certificate, diploma, NVQ.
Desirable
· Events Management or Project Management Qualification


Teamwork and Communication
Essential
· Delegates and/or collaborates effectively, understanding the strengths and weaknesses of colleagues.
· Works proactively with colleagues and other stakeholders, within and beyond the University, to achieve outcomes.
· Communicates effectively to develop understanding and achieve cooperation.
· Provides clear specialist advice, guidance and recommendations on complex issues.

Desirable
· Previous experience of line-managing staff


Planning, Organisation and Resource Management
Essential
· Plans and progresses a range of work activities within broad professional guidelines and established University policies and procedures.
· Formulates development plans to meet current skill requirements.

Problem Solving and Initiative
Essential
· Develops detailed understanding of long-standing and/or complex problems and applies professional knowledge and experience to resolve them.
· Demonstrates an awareness of principles and trends in a professional or specialist field and awareness of how this affects activities in the University.



Job Hazard Assessment
A full health clearance is required for this role where any hazards marked “^”, using the agreed Occupational Health referral template available from here. Where a full health clearance is required, this will apply to all role holders, including existing members of staff.
Physical Environment
[bookmark: _Hlk181968470]Working outside ^							Occasionally <30% Time
Exposure to noise levels >80dbA ^					Not applicable
Working with dust or fumes ^						Not applicable
Working with skin irritants ^						Not applicable
Working with chemicals (industrial or cleaning) ^			Not applicable
Working in a confined space ^					Not applicable
Working at height ^							Not applicable
Working with sewage ^						Not applicable
Contact with cytotoxins ^						Not applicable
Exposure Prone Procedure (EPP) work ^				Not applicable
Contact with clinical specimens or pathology work ^		Not applicable
Direct patient care or patient contact				Not applicable
Exposure to temperature extremes					Not applicable
Frequent hand washing						Not applicable
Ionising radiation							Not applicable

Psychological and Social Environment
Working shifts ^							Occasionally <30% Time
Working nights ^							Not applicable
Lone working								Occasionally <30% Time
Working with children							Not applicable
Exposure to persons with challenging behaviour			Occasionally <30% Time
Working with larger groups						Occasionally <30% Time

Equipment, Tools and Machines
Working with vibrating machinery or tools ^				Not applicable
Driving duties e.g. LGV, PCVs, forklift trucks ^			Not applicable
Food handling								Not applicable
Contact with latex							Not applicable

Physical Abilities
Prolonged physical movements or actions e.g. walking ^		Occasionally <30% Time
Prolonged Standing or Sitting	 ^				Occasionally <30% Time
Moving or handling heavy loads ^					Occasionally <30% Time
Repetitive pulling or pushing ^					Occasionally <30% Time
Repetitive climbing (steps, stools, ladders, stairs) ^			Not applicable
Repetitive crouching, kneeling or stooping				Occasionally <30% Time
Repetitive lifting							Occasionally <30% Time
Fine motor grips (e.g. pipetting)					Not applicable
Repetitive reaching below shoulder height				Occasionally <30% Time
Repetitive reaching at shoulder height				Occasionally <30% Time
Repetitive reaching above shoulder height				Occasionally <30% Time
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