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JOB TITLE:		OUTREACH AND STUDENT RECRUITMENT COORDINATOR
LINE MANAGER	OUTREACH AND STUDENT RECRUITMENT MANAGER
Mission:	To empower creativity and enrich our world 

Vision:   	Transformation: to transform lives by being a thriving centre of practice-based, thoughtful and future-facing creative education. That develops skills, ideas and imagination to benefit people and place, creative industries and the wider economy, individuals and society. 

Growth: to attract more students to HCA, offering outstanding and inclusive teaching of superbly designed courses, a vibrant and modern arts school culture and community, strong industry connections and an exceptional location. 

Inclusion and progress: to support students from all backgrounds in growing as highly innovative and dynamic creatives, who thrive in sustainable careers within the creative industries and many other areas of employment, enterprise or personal practice

Job Summary:
	
To help drive and deliver the College’s outreach and student recruitment strategy across FE and HE:

· Leading on the coordination and delivery of outreach activity, including UCAS fairs, Open Days, school and college visits, to promote the College to prospective FE and HE students.

· Supporting prospective students throughout their journey from enquiry to application.

· Building and maintaining positive relationships with schools, colleges and progression partners through outreach events, workshops and presentations.

· Working collaboratively with curriculum teams, Registry and Marketing to support recruitment objectives and prospective student engagement.

· Recording, managing, reporting, and sharing outreach and recruitment data to support recruitment planning, evaluation, and targeted engagement activity.





Key Responsibilities:

	
1. To promote college values and contribute to the delivery of HCA’s mission, vision and strategic priorities as relevant to the role.
Recruitment Strategy and Outreach Delivery
2. Work closely with the Outreach and Student Recruitment Manager to support delivery of HCA’s FE and HE student recruitment strategy and recruitment targets.

3. Lead on the coordination and delivery of outreach and recruitment activity including UCAS fairs, Open Days, Applicant Days, careers events and external engagement opportunities, representing the College professionally and positively to a range of audiences.

4. Develop and deliver engaging presentations and talks about the College, creative education and careers within the Creative Industries to prospective students, teachers, parents, and advisers.

5. Work collaboratively with curriculum teams, Registry, Marketing, and wider College staff to support prospective student engagement, applicant conversion, and recruitment communications.

6. Support recruitment communications and engagement activity, including newsletters, targeted communications, and prospective student follow-up activity.

School, College, and Partnership Engagement
7. Build, manage, and develop relationships with schools, colleges, progression partners, and other external stakeholders to support recruitment, engagement and progression activity.

8. Coordinate and support outreach activity with schools and colleges including visits, workshops, taster sessions, and on-campus activity.

9. Support the development and delivery of continuing professional development (CPD) activity for teachers and advisers to strengthen relationships with partner schools and colleges.

10. Support delivery of the College’s internal progression strategy and identify opportunities to strengthen progression from FE to HE study at HCA.

Data, Reporting, and Recruitment Insights
11. Maintain accurate records of outreach activity, partner engagement, and prospective student data, supporting reporting, evaluation, targeted communications and recruitment follow-up activity.

12. Develop and maintain partner and feeder school profiles, using recruitment and engagement data to identify opportunities for targeted outreach and student recruitment activity.

13. Be the first point of contact in responding to enquiries from prospective students, schools, colleges, and other stakeholders.

General Responsibilities
14. Undertake evening and weekend work, travel and off-site activity as required by the role.

15. Carry out a range of administrative duties in a timely manner to support the effective day-to-day running of outreach and recruitment activity.

16. Promote College values and contribute to the delivery of HCA’s mission, vision and strategic priorities as relevant to the role.

17. Comply with College financial regulations as necessary.

18. Promote equal opportunities within the College and ensure that staff and students within the area are aware of and comply with the College’s Equal Opportunities Policies and guidance.

19. Ensure that the highest standards of professional performance are maintained, including compliance with all relevant legislation and College policies relating to health and safety, safeguarding, data protection and consumer protection legislation.

20. Any other duties as may reasonably be required.



Line Management Duties:

	This post does not have any line management responsibility. 




Person Specification 

Technical Knowledge and Skills:
	
	Essential 	
	Desired

	
Excellent communication skills, both verbal and written, with the ability to communicate effectively with a wide range of audiences including prospective students, teachers, parents, academic staff and senior leaders. 

Strong IT and administrative skills, including confidence using Microsoft Office applications, particularly Excel, Word and PowerPoint or equivalent presentation software. 

Experience maintaining accurate records and working confidently with data, reporting and information management systems. 

Strong presentation and public speaking skills, with the ability to deliver engaging presentations and workshops to different audiences. 

Excellent organisational skills, with the ability to manage a varied workload, prioritise effectively and work independently when required. 

Ability to build and maintain positive professional relationships with internal and external stakeholders. 

A strong understanding of, and enthusiasm for, creative arts education and progression opportunities within the Creative Industries.

	
Experience using CRM, data reporting or email marketing platforms such as Mailchimp, Power BI or similar systems.

Experience using website CMS platforms.

Experience using Adobe Creative Suite or other design software.

Experience delivering workshops, outreach activity or CPD sessions.






Qualifications:
	Essential 	
	Desired

	 
Educated to degree level or equivalent professional experience.

Full UK driving licence and access to a vehicle for business use, with willingness to travel across the region as required. 
	 
Qualification or professional experience within arts, education, marketing, communications or a related field.

Safeguarding, Prevent or related training.



Competencies / Behaviours: 

	Essential 	

	· Positive, enthusiastic and professional in approach.
· A proactive self-starter who uses initiative and works independently when appropriate.
· Confident representing the College externally and able to build positive relationships with a wide range of stakeholders.
· Comfortable presenting to and engaging with both small and large groups in a professional and confident manner.
· Strong interpersonal skills with the ability to engage and communicate confidently with groups and individuals.
· A collaborative team player who supports colleagues and contributes positively to team working.
· Adaptable and responsive, with the ability to manage changing priorities and problem-solve effectively.
· Open to feedback and willing to undertake professional development to evolve within the role.
· Strong attention to detail and commitment to maintaining accurate records and data.
· Recognises and champions the importance of Equality, Diversity, Inclusion, Prevent and Safeguarding.
· Passionate about creative education and supporting progression opportunities for young people.




Experience:

	Essential 	
	Desired

	
Experience coordinating events, outreach activity or projects involving multiple stakeholders.

Experience working with data, spreadsheets and reporting systems, including confident use of Excel.

Experience communicating and presenting confidently to groups and external audiences.

Experience working effectively as part of a team while managing individual responsibilities.

Experience managing a varied and complex workload, prioritising tasks and meeting deadlines.

Some knowledge of post-16 and/or undergraduate student recruitment, outreach activity or the UCAS application process.
	
Experience attending or coordinating UCAS fairs, Open Days or other recruitment events.

Experience working with schools, colleges, young people or external partners.

Experience supporting outreach, recruitment, engagement or marketing activity within FE, HE, arts, education, or cultural sectors.

Experience evaluating activity and producing reports or recruitment analysis or similar project tracking

Experience developing and delivering events and organising group activities for a variety of audiences.

Experience coordinating workshops, group activities or CPD activity for a range of audiences.

Experience of working in communications, sales, arts organisation, events or marketing 

Knowledge of safeguarding, health and safety and Prevent procedures.




This job profile has been designed to indicate the general nature and level of the work performance by employees within this role. It is not designed to contain or be interpreted as a comprehensive inventory of all duties, responsibilities and qualifications / experience required by employees assigned to the role. This job profile may be subject to future amendments following appropriate discussion.

HCA is committed to encouraging equality, diversity and inclusion amongst our workforce and eliminating unlawful discrimination.  The aim is for our workforce to be truly representative of all sections of society and for each employee to feel respected and be able to give their best. 

The College will require the successful applicant to give permission to carry out an enhanced disclosure.
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