

University of Sunderland 
Role profile 

Job title:
Widening Access and Participation Assistant

Grade:
C

Department:
Widening Access and Participation  

Location:
Sunderland Campuses

Reports to:
Widening Access and Participation Officer 

Working hours:
37
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The role: 
As Widening Access and Participation Assistant, you'll play a key role in planning and delivery of the Access to higher education outreach activities to increase participation of a wide range of students and applicants from a broad range of diverse backgrounds.  

These activities link directly to the institutional Access and Participation Plan and targets in the service plan which include:
· Targeted outreach programmes for partner primary and secondary schools.
· Collaborative outreach programmes with partners such as Universities for the North East England (UNEE.)
· Bespoke programmes, funding and support for priority groups who are currently under-represented in higher education.

The responsibilities:
· To support the planning, development and delivery of targeted, regional outreach activities both on and off campus, particularly for the pre-16 market, and widening participation cohorts.
· To promote the University at regional and local events and fairs by creating and delivering interactive and engaging presentations, workshops and other events.
· Proactively maintaining relationships with partner schools, developing new relationships with other target schools, arranging meetings, visits and follow up activities as appropriate.
· To provide support, advice and guidance to partner schools and other partner organisations at a range of on and off campus. This includes delivery to pupils, teachers/advisers and parents/carers on a range of areas such as; student finance, routes into higher education, student life and subject specific workshops. 
· To support the planning and delivery of bespoke programmes, funding and support for priority groups to ensure fair access and increase participation in higher education. 
· To support the creation and completion of tracking and evaluation processes to evidence the impact of outreach interventions.
· To build effective working relationships with colleagues across the Home Student Recruitment and External Relations services to ensure a supportive and collaborative approach to service aims, objectives and targets.
· To build close internal relationships with internal academic and support staff and externally with schools, colleges and other partners to deliver an exceptional level of customer service that aims to exceed expectations to a wide range of stakeholders.
· To perform administrative tasks and back-office support for the team such as maintaining and updating databases and spreadsheets, management of shared email inboxes, processing paperwork to meet HSE requirements e.g. risk assessments, arranging and taking minutes of meetings and keeping accurate records relating to finance and expenditure.
· To keep accurate records of all outreach activities to evaluate the impact of these interventions and track participants using systems such as the HEAT database.
· To contribute to and assist with the collation and maintenance of evaluation and statistical data for all outreach interventions, funding and bespoke support.
· To provide support at key recruitment events such as Open Days, Confirmation and Clearing and other institutional events. To support the development of student staff including Student Ambassadors and Mentors.
· To be committed to professional development, undertaking training and staff development opportunities to ensure high standards of delivery and continuous improvement.

· To contribute to the efficient functioning of the team as directed by the Widening Access and Participation Manager. 
· To have a flexible approach to support the focus on student recruitment, and a willingness to undertake any other tasks the Widening Access and Participation Manager deems necessary.

Special circumstances:
This role requires: 
· Enhanced Disclosure and Barring Service (DBS) clearance,
· A full driving licence and access to a vehicle,
· A flexible approach to working, including evenings and weekends,
· Regional travell and overnight stays.

The benefits:
At The University of Sunderland, we are committed to creating a work environment where you can truly thrive. We recognise that our success is built on the dedication and talent of our people, which is why we have developed a benefits package designed to support you in every aspect of your life.

From generous annual leave and enhanced pay for important life events like maternity, paternity, or adoption, to flexible work options that help you balance life’s demands, we’ve got you covered. Our benefits also include access to our award-winning staff support networks, confidential employee assistance, discounts on major retail brands, leisure activities, travel to work, and more.

At Sunderland, we’re not just offering a job, we’re offering a place where you can grow, connect, and feel truly valued. 


	
	
	




	
	
	





Who we’re looking for
Your qualifications include:
· Educated to undergraduate degree level (or equivalent) or possess significant relevant professional experience within a similar role

· Teaching or IAG qualification (desirable)

Your experience includes:
· Experience of working within and a comprehensive knowledge of higher education.
· Demonstrable experience in a student/customer focused environment.
· Understanding of issues relating to progression, recruitment and admissions of students in higher education, particularly those from underrepresented groups.
· Demonstrable experience of conducting presentations to wide ranging audiences.
· Excellent ICT skills, in particular the use of Microsoft Office (Word, Excel, Access, PowerPoint and Outlook).
· Excellent interpersonal skills and the ability to communicate clearly, orally and in writing.
· Ability to pay strong attention to detail, particularly to written communication and preparing data.
· Knowledge and understanding of safeguarding, data protection and online safety issues.
· Experience of working with young people.

What we’re looking for
Your expertise includes:
· Able to work independently, use initiative and possessing excellent organisation and time management skills.
· Able to work under pressure and flexibly, in a busy and dynamic environment.
· Confident communication and interpersonal skills, with the ability to present clearly and professionally to range of audiences.
· Able to build effective working relationships with a range of stakeholders, both within and outside the University.
· Outstanding team working skills.
· Positive and approachable, with a can-do attitude and willingness to support others.
· Demonstrates awareness of and commitment to equality, diversity and inclusion, contributing to an inclusive working environment.





CULTURE FRAMEWORK
Our Culture Framework presents the way we do things at the University of Sunderland. It is a living document of our culture. It supports how we apply ourselves at work and it helps with our approach to making decisions and working with each other. It is woven into all our people policies and procedures, supporting how colleagues are managed, recognised, and developed.

Our values are our shared principles as an institution. We undertake actions to make them come to life. If you decide that a career with us is perfect for you, then these principles will lead and motivate your work every single day.

INCLUSIVE 
	[image: ]
	We celebrate our diverse culture where everyone's contribution is welcomed and valued. Role models are:

Role models are:
· RESPECTFUL: Understand differences & respect Individuality
· AUTHENTIC: Strive for honest & genuine interactions
· DIVERSITY CHAMPIONS: Invite & listen to the views & opinions of others


INSPIRING
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	We will provide an inspiring, enterprising, and empowering experience for our students and staff.

Role models are:
· ENTHUSIASTIC: Bring pride to the work we do, championing the work of others and our university
· ENCOURAGING: Motivate & support others through meaningful feedback
· LIFE-LONG LEARNERS: Continually seek opportunities to develop & share learning with others


INNOVATIVE
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	We value people for their creativity and update our knowledge and practice to enhance the student experience and improve our institutional performance.

Role models are:
· CREATIVE: Look inside & outside of the University for inspiration
· CURIOUS: Open to ideas, asking questions & challenging respectfully
· SOLUTIONS FINDERS: Look for ways to continually improve & taking risks to make it happen


COLLABORATIVE
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We work together as a community with our partners and build lasting relationships to achieve our shared ambition.

Role models are:
· ACCOUNTABLE: Take ownership of our own work and our impact on others
· COMMITTED: Share information and knowledge with others
· RELATIONSHIP BUILDERS: Work effectively in our own teams but also involve others outside of our immediate teams or the University


EXCELLENT
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	We strive for EXCELLENCE in all that we do in teaching, learning, research and knowledge exchange, as well as in the services we provide to students and to each other.

To enable us to be excellent, we seek to act in ways that are INCLUSIVE, INSPIRING, INNOVATIVE & COLLABORATIVE.
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