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Student Communications Officer

Role Profile

Salary:		Band 2
Working Hours:	Full Time 
Contract:	Permanent 
Reporting to:	Student Journey Manager 
Direct reports:     	No line management responsibilities. May be required to support new team members during onboarding, oversee the work of temporary staff and student/graduate intern roles as directed by the Student Journey Manager. 

Overall purpose/accountabilities: 	
Play a key role in enhancing the student experience at the University of Sunderland in 
London (UoSiL) by planning and delivering clear, timely, and engaging
communications across the entire student lifecycle - from pre-arrival to graduation. 

Working collaboratively with academic and professional services teams to ensure 
students are well-informed, supported, and empowered throughout their journey. 
Support the coordination of student voice activities and campus-wide student 
surveys, focus groups etc., ensuring that student feedback is effectively captured, 
communicated, and acted upon. Support the development and implementation of 
campus-wide standards and an annual plan for student voice and related feedback 
approaches. 

Champion a joined-up approach to student engagement, helping to ensure that 
students feel informed, heard, and empowered. By using data, feedback, and digital 
tools, continuously improve the relevance and impact of communications and 
engagement activities, contributing to campus goals around student satisfaction, 
retention, and success. 

Plan and maintain a student events and activities calendar; Provide promotion, and communications in relations to events and activities for students. 

Always deliver and champion excellent customer service to all stakeholders.

This role includes student facing delivery.





Main Duties
Student Communications
· Develop and deliver clear, timely, and engaging communications aligned with key student lifecycle stages (e.g., onboarding, assessment, progression, graduation).
· Create student-focused content across multiple channels including email, web (SharepPoint), social media, newsletters, and digital signage.
· Tailor messaging to diverse student groups, including international and postgraduate learners.
· In collaboration with teams across UoSiL, develop and support campaigns that are aligned to the student journey and academic calendar, such as welcome and induction, student transitions, engagement and attendance, exam support, and feedback loops.
Student Voice, Engagement & Survey Support
· Coordinate student voice activities, including forums, focus groups, and feedback events in collaboration with academic and professional services teams.
· Support the development and promotion of mechanisms for students to share their views and influence decision-making.
· Ensure student feedback is communicated back to students (“You Said, We Did”) and used to inform service improvements.
· Coordinate an annual student voice and feedback plan, ensuring campus-wide alignment.
· Support the development and implementation of standards and good practice in relation to student engagement.
· Assist in the planning, promotion, and delivery of institutional and national student surveys (e.g., NSS, Graduate Outcomes), in line with professional standards and according to the relevant regulations.
· Work with relevant teams to maximise student participation and engagement with surveys, focus groups and other engagement channels.
· Support the analysis and dissemination of feedback results, ensuring findings are communicated in accessible and meaningful ways.
Collaboration & Stakeholder Engagement
· Work closely with Student Support & Administration Services, Academic teams, Marketing and Communication teams, and IT to ensure consistent and joined-up messaging.
· Act as a key contact for student communications and engagement within cross-functional projects and working groups.


Digital & Data-Driven Approach
· Use analytics, feedback, and engagement data to evaluate communication effectiveness and inform future strategies.
· Maintain and update student-facing digital platforms and contribute to user experience and accessibility improvements.
Manage time effectively to meet deadlines, ensure KPIs are met and reported to management when required.
Work effectively with a range of stakeholders including academics and senior managers, ensuring colleagues are supported to deliver to KPIs and procedures as relevant.
Be responsible for undertaking training, and support the team, to ensure that all operational requirements are met. Offer mutual support to colleagues and act as a role model to new staff members.
Promote and encourage the practice of the University’s equality and diversity principles in contacts with all staff, students and partners and promote corporate values through all streams of the role.
Any other duties commensurate with the nature of the job, as determined by an appropriate manager, such as production of reports.
Special Factors:
A flexible approach to work will be required as although the role is primarily daytime based it may include occasional unsociable hours. Annual leave may be restricted at certain times of the year to accommodate business needs. 
As an effective team member, you may be required to provide cover and support to colleagues across the full range of student services activities. All role holders will therefore be cross skilled in all aspects of the team’s full portfolio












Person Specification
	Essential
	Qualifications
Educated to A-level or equivalent.

	
	Experience 
Experience in communications, marketing, or student engagement roles, ideally within an education setting.
Experience creating and coordinating content across digital platforms (e.g., websites, email campaigns, social media).
Experience working with colleagues from different departments or services to deliver consistent messaging or joint initiatives.
Experience managing and coordinating administrative processes, maintaining accurate records, and producing reports.
Proven experience of managing multiple priorities and meeting deadlines within a busy support or service environment.

	
	Skills & Attributes
Excellent written and verbal communication skills, with the ability to tailor messaging for diverse student audiences.
Strong organisational and project coordination skills, with the ability to manage multiple priorities and deadlines.
Proficiency in digital tools and platforms (e.g. content management systems (CMS), email software, survey tools).
IT skills including competence at intermediate level in Microsoft Office (PowerPoint, Excel, Teams and Outlook).
Ability to interpret and use data and feedback to inform communication approaches and improve engagement.
Understanding of accessibility and inclusive communication practices.
Student-centred approach with a commitment to enhancing the student experience.
Collaborative and adaptable, with a continuous improvement ethos.
Confident in engaging with stakeholders at all levels and representing the student voice.
Demonstrated ability to build positive relationships with internal stakeholders


	Desirable
	Knowledge & Experience
Experience working in a higher education or student services environment.
Experience coordinating student engagement activities, feedback mechanisms, or student voice initiatives.
Experience working collaboratively across teams and departments to deliver joined-up communications.
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