	Job Description and Person Specification (HR5)

Vacancy Number: 032811F6
	 
[image: image1.png]UNIVERSITY OF

Southampton





	Job Description

	School/Department:


	FNES/HE STEM PROGRAMME

	Post Title:


	Outreach and Widening Participation Officer

	Please enter Level under appropriate Career Pathway
	ERE
	TAE
	MSA
	CAO
	R.Nurse
	Clinical

	
	
	
	4
	
	
	

	ERE & Clinical Posts: Please indicate the category
	Academic Posts
	Non-Academic Posts

	
	Teaching & Research
	Research

only
	Teaching

only
	Enterprise
	Education Development

	
	
	
	
	
	

	Posts Responsible to (and Level):
	HE STEM Regional Director (level 6), HE STEM Assistant Director (level 5)


	Posts Responsible for (and Level):
	None


	Job Purpose: To focus upon facilitating the transfer and embedding of practice, and co-ordinating regional activity by HEIs rather than on the direct delivery of activity.  



	Key Accountabilities/Primary Responsibilities (6-10 bullet points maximum)

· Establish links with those delivering outreach and widening participation activities within the regional HEIs to create regional networks. 

· Work with Project Officers from the Professional Bodies, widening participation and outreach co-ordinators, and academic members of staff to transfer pilot project practice into regional HEIs. 

· Identify effective practice and broker opportunities to share this practice on a regional and national level (via the Programme team).
· Develop regional programmes of activity associated with widening participation and outreach activity led by HEIs.

· Work with other Programme Officers to co-ordinate the Programme’s National Special Interest Group for Outreach and Widening Participation.

· To undertake other duties that fall within the scope of the job as assigned by the line manager, following consultation with the post holder. 

	% Time



	Internal & External Relationships: (nature & purpose of relationships)

· University of Southampton staff
· Staff at other L&SE region Universities

· National HE STEM Programme staff

· Staff based in other STEM sector organisations


	Special Requirements: Some travel for meetings may be required



	Person Specification

	Criteria
	Essential
	Desirable
	How to be assessed

	Qualifications, Knowledge and Experience:

	Previous experience of widening participation projects
A higher degree
Good understanding of the issues around widening participation in higher education
	Experience and understanding of inter-agency collaboration
Experience of running widening participation and aspiration-raising events
	All to be assessed by Application form and Interview


	Planning and Organising:


	Ability to plan own workload and prioritise in line with key objectives
Ability to link and coordinate individual activity to the national aims
Capacity to organise and schedule events, activities and resources. Set up and monitor time-scales and evaluate effectiveness
Well-developed administrative and organisational skills with attention to detail


	
	

	Problem Solving and Initiative:


	Ability to research and analyse issues, and break them down into component parts

Creative and innovative approach to problem solving, strategic thinking and long term planning.

Reflective approach to work programme through evidence of evaluation and continuous improvement
	
	Application form and interview

	Management and Teamwork: 


	Excellent ability to relate to a wide range of stakeholders

Facilitation skills required to ensure partners are able to develop new and innovative approaches

	
	

	Communicating and Influencing:
	Good verbal and written communication skills
	
	

	Other Skills and Behaviours: 
	Attention to detail
	
	

	Special Requirements:


	
	
	


Job Hazard Analysis Form - Appendix to Job and Person Specification
Please tick one of the following statements:
	This post is an office-based job with routine office hazards e.g. use of VDU (if ticked, no further information needs to be supplied)
	(

	This post has some hazards other than routine office e.g. more than use of VDU
	


Please tick all those that apply, and put N/A if not applicable
	Environmental Exposures
	O*
	F
	C

	Outside work 
	
	
	

	Extremes of temperature (eg fridge/ furnace)
	
	
	

	Potential for exposure to body fluids                                                       ##
	
	
	

	Noise (greater than 80 dba - 8 hrs twa)                                                    ##
	
	
	

	Exposure to hazardous substances (eg solvents, liquids, dust, fumes, biohazards). Specify ………………………………………………………….         ##
	
	
	

	Frequent hand washing
	
	
	

	Ionising radiation.                   
	
	
	

	 Equipment/Tools/Machines used
	
	
	

	Food Handling                                                                                         ##
	
	
	

	Driving university vehicles(e.g. car/van/LGV/PCV)                                    ##
	
	
	

	Use of latex gloves (note: prohibited unless specific clinical necessity)     ##                                                                      
	
	
	

	Vibrating tools ( e.g. strimmers, hammer drill, lawnmowers)                    ##
	
	
	

	Physical Abilities
	
	
	

	Load manual handling. 
	
	
	

	Repetitive Crouching/Kneeling/Stooping
	
	
	

	Repetitive Pulling/Pushing
	
	
	

	Repetitive Lifting
	
	
	

	Standing for prolonged periods
	
	
	

	Repetitive Climbing i.e. steps, stools, ladders
	
	
	

	Fine motor grips (e.g. pipetting)                                                       
	
	
	

	Gross motor grips
	
	
	

	Repetitive reaching below shoulder height
	
	
	

	Repetitive reaching at shoulder height
	
	
	

	Repetitive reaching above shoulder height
	
	
	

	Psychosocial Issues
	
	
	

	Face to face contact with public
	
	
	

	Lone working
	
	
	

	Shift work/night work/on call duties                                                        ##
	
	
	


O – Occasionally (up to 1/3 of time); F – Frequently (up to 2/3 of time); C – Constantly (more than 2/3 of time) ## denotes to HR the need for a full PEHQ to be sent to all applicants for this position.
	FOR SCHOOL/SERVICE USE ONLY
	ResourceLink Post Number

	Which post does this job report to
	

	Is this post a Line Manager?
	Yes
	
	No
	

	If yes, which posts directly report into it?
	ResourceLink Post Number

	Post 1
	

	Post 2
	

	Post 3
	

	Post 4
	

	Post 5
	

	Post 6
	

	Post 7
	

	Post 8
	

	Please add additional rows as required


1
1

_1263628601

