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Job Description



Position / Job Title:			Employer Engagement Coordinator	

Ref:					517				

Location/Building: 			Any University Building				

Faculty/Professional Service:		Student Services

Group/Section:			Employability & Skills Service		

[bookmark: _Hlk149229470]Normal Hours per Week: 		37					
[bookmark: OLE_LINK3](Some flexibility will be required in order to ensure that key time scales and deadlines are met).

Grade:					3			

Accountable to:			Employer Engagement Manager	

We are committed to providing a safe environment for all students and staff. This position is required to undertake regulated activity and therefore is subject to a satisfactory DBS Disclosure. Further information on BU’s safeguarding policies on safeguarding vulnerable groups can be found online. 

Job Purpose

This is a key support role to enable BU to connect students to employers – primarily through our online jobs board, a series of careers fairs, and front desk cover.

You will take responsibility under the supervision of the Employer Engagement Manager for the day-to-day smooth running of the vacancy system. This requires an understanding of the nature of the jobs being advertised and the ability to interpret the variable amount and format of information provided by employers and a general understanding of the nature of degree disciplines and legality of vacancy wording. You will also support the delivery of four annual on-campus careers fairs, and be the first point of contact for employer enquiries.


Main Responsibilities

1. First point of contact for employer enquiries (by email, telephone, mail and face to face) providing advice, guidance and information about specific events, advertising vacancies, placements and other services offered to employers.
2. To organise, administer and run under the supervision of the Employer Engagement Manager a range of campus based, employer attended events such as careers fairs, employer skills workshops and presentations and recruitment days. This could include events specific to Faculty individual needs such as sector targeted recruitment days.
3. Cover Careers Zone front desk shifts when needed, assisting with one-to-one enquiries from internal and external stakeholders, and triage appropriately.
4. Attending events to ensure that they run smoothly and respond to any requirements of the employers/organisations. This may require some late evenings or early starts during term time.
5. To promote employment and event opportunities through all appropriate channels including MyCareerHub, e-newsletters and social media.





6. To ensure all administrative and office-based activities associated with the role are coordinated and managed effectively which include but are not exclusive to:
a. Distributing information, booking forms and invitations to employers
b. Booking rooms and catering
c. Producing information for students and companies
d. Generating and processing invoices for employers and sponsors attending careers fairs
e. Collating feedback about events
7. Managing the team shared mailbox recruit@bournemouth.ac.uk triaging enquiries and co­ ordinating responses/referrals
8. Book and supervise student ambassadors / Careers Champions as required for careers fairs and other events or tasks.
9. Liaise with other BU departments as appropriate e.g. Marketing, Estates, and Finance.
10. Accompany the Employer Engagement Manager and carry out employer/professional organisation visits to update and expand knowledge base on student and graduate employment issues.
11. Deputise for the Employer Engagement Manager, as and when required in their absence due to annual leave, attendance at external meetings etc.
12. Other administrative or promotional duties as required by the Head of Employability and Skills Service Manager or Director of Student Services 

Vacancy / Graduate Information
13. Responsible for the day-to-day operational duties of the Careers and Employability Service’s online vacancy system supported by the Employer Engagement Manager, which includes inputting and amending job vacancies on https://mycareerhub.bournemouth.ac.uk to ensure that vacancies are correctly advertised, relevant and up to date.
14. Contribute to management reports by producing relevant statistics from the CRM system, MyCareerHub.
15. Dealing with queries from students and employers regarding vacancies and vacancy advertising respectively
16. Support internal BU departments with both the advertising of student jobs on campus and external placement opportunities.
17. Working with the Employer Engagement Manager to promote and signpost our online vacancy portal, MyCareerHub to employers and students.
18. Working with the Employer Engagement Manager to identify and develop new contacts and sources of vacancies.
19. Ensure integrity of companies and opportunities offered.
20. Updating the employer console of MyCareerHub informing employers of new events arising and how to advertise vacancies to students.
21. [bookmark: _Hlk149230415]Keeping the system up to date with employer detail

[bookmark: _Hlk149230424]
Contacts 

Internal:
Faculty Staff, Professional Services staff and support staff such as Catering and Estates, Students and student societies.
External:
SUBU, Graduate Recruiters, Recruitment Agencies, Businesses, Graduate Prospects, AGCAS, ISE, NASES.


[bookmark: _Hlk149229785][bookmark: _Hlk149228718][bookmark: _Hlk149229501][bookmark: _Hlk149230656]Information Governance Responsibilities

Data User 
i. Comply with the associated data protection, information security, information management and information technology regulations, policies, processes and procedures.

Safeguarding and Regulated Activity 

If the role involves engaging in regulated activity relevant to vulnerable groups including children and disabled adults, it is an offence to apply for and perform the role, if a person is bared from engaging in regulated activity. Further information is available in BU’s Safeguarding Policy and Suitability Statement on the Recruitment and Employment of Ex-offenders.


Additional Information

There will also be the need to work some weekday evenings and occasional Saturdays during term time.

NB: 
The purpose of the job description is to indicate the general level of responsibility and location of the position.  The duties may vary from time to time without changing their general character or level of responsibility.

BU is an equal opportunities employer which values a diverse workforce. The post holder must at all times carry out their responsibilities with due regard to the University’s Dignity, Diversity and Equality Policy Statement.

Our highly skilled and creative workforce is comprised of individuals drawn from a broad cross section of the globe, and who reflect a variety of backgrounds, talents, perspectives and experiences to build our global learning community.  Through fused activity, the post holder must have an understanding of and commitment to promoting a global outlook. 

All employees have an obligation to be aware of the University’s Sustainability Policy, Climate and Ecological Crisis Action Plan, Travel Plan and associated documents, and to ensure that they carry out their day-to-day activities in an environmentally responsible manner and inspire students to do the same.
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Person Specification

	Position / Job Title:     Employer Engagement Coordinator                                    Position No: 517
 
Faculty / Service:        Student Services/ Employability & Skills Service             Date:   October 2025

	
	

	SELECTION CRITERIA
 
	Essential / Desirable

	Knowledge (including experience & qualifications) 
	

	[bookmark: _Hlk144471133]General education to 'A' level standard or equivalent
	E

	Administrative experience or equivalent in a client facing role
	E

	Experience of providing information and using initiative to make decisions within a client-
focused service
	E

	Understanding of the issues of client confidentiality and data protection issues
	E

	Understanding of diversity issues
	E

	Understanding of the current issues facing Higher Education students and staff
	D

	Experience in one or more of the following: Personnel, sales, marketing, event management or similar
	E

	Knowledge of recruitment processes, employment legislation and employment rights
	D

	Knowledge and understanding of the student lifecycle from pre-entry to graduation
	D

	Skills 
	

	Excellent interpersonal skills with the ability to communicate with staff and students at all levels/from all backgrounds
	E

	Excellent general administration skills
	E

	Information management skills particularly internet research skills and use of databases and experience of working with a content/CRM system
	E

	Excellent IT skills using Microsoft Office or equivalent including Word, Excel, and email 
	E

	Excellent organisational and time management skills
	E

	Excellent communication skills both verbal and written
	E

	A passion for continuous improvement and new ways of working
	E

	Collaborative and Team working skills
	E

	Excellent customer service skills
	E

	Attributes 
	

	Ability to represent the university at all levels
	E

	Ability to provide excellent customer service in any environment
	E

	Flexible and adaptive approach to work
	E

	Able to communicate effectively face to face, and via e-mail and telephone
	E

	Accurate, paying attention to detail
	E

	Ability to work under pressure and to tight deadlines
	E

	Proven ability to remain calm under pressure
	E

	Tact, diplomacy and sensitivity
	E

	Demonstrates an approachable manner
	E

	Proactive and self-motivated with the ability to work with minimum supervision
	E

	Flexible work approach, and able to work evenings or weekends on occasions
	E

	Commitment to own continuing professional development
	E
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