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JOB SPECIFICATION                               

	TITLE:


	Scholarship Training Officer (Fixed Term)

	FUNCTIONAL AREA:


	Scholarship

	LOCATION:


	Robertson House, 152 Bath Street, Glasgow, G2 4TB

	REPORTING TO:


	Scholarship Training Manager

	GRADE:
	2


	MAIN DUTIES/RESPONSIBILITIES

	Job Purpose:
The Scholarship Training Officer will assist in the design and delivery of the Journey to Success Scholarship Programme. The key focus of the role is on the development and delivery of appropriate training and internship programmes, with the overall aim of equipping the students with the knowledge, practical skills, and motivation to support them in the transfer from academic studies to employment. This will involve planning, developing, and coordinating a structured series of activities to engage young people from underrepresented groups in higher education. This also involves organising and delivering interventions to address various aspects of social mobility, diversity and inclusion. Working within a collaborative environment the post holder will support the Scholarship Team in all aspects of their role.

Key responsibilities:
· Design and deliver targeted training opportunities as part of Journey to Success programme for scholars

· Share facilitation skills best practice through cross team working both internally and externally

· Identify training and development needs within the scholar group to aid with scholar career goals

· Co-ordinate the internship programme and related career pathway programmes including liaising with employers and delegating tasks to team members

· Provide 1:1 scholar support across a range of issues including recruitment guidance, finance, accommodation, and mental health 

· Reaching out to partner organisations and external agencies to advocate on behalf of scholars and identify appropriate support routes
· Read and respond to bi-annual scholar reports each semester providing support where required

· Maintain strong relationships with universities and external partner organisations regarding match funding agreements

· Be involved in the annual selection of candidates for Scholarship including participating in the design and delivery of our induction programme
· Continually monitor the effectiveness of learning support for scholars through forms of co-production that amplify the scholar voice.
· Assist in the evaluation of all training and development programmes undertaken

· Assist in the development of processes and systems
· Interpret patterns and trends to support informed decision making and to improve and develop programmes and activities for Scholars and Alumni.

· Maintain accurate records to support effective targeting, monitoring, and evaluation
· Provide updates on programme outputs
· Identify any opportunities and improvements to the JtS programme
Other responsibilities

· Contribute to work supporting cross-cutting themes for the Trust, for example Equality Diversity Participation and Rights and Climate Change. 

· Build relationships with a wide range of key partners & stakeholders.
· Adopt and demonstrate the Trust’s values.




	Completed by:
	Annie Doyle
	Date
	21/06/23


PERSON SPECIFICATION
	FUNCTIONAL AREA:  Scholarship

	VACANCY REF. No:

	JOB TITLE: Scholarship Training Officer

	LOCATION: Robertson House


	THE EMPLOYEE


	ESSENTIAL
	DESIRABLE

	Qualifications/Experience

What educational attainments must the candidate possess?  What professional/technical skills and knowledge are important, and what kind of job experience should the candidate have?
	· Educated to HNC level with equivalent work experience

· Understanding of the issues surrounding widening participation and social mobility in a university environment.

· Experience of facilitating, developing, and delivering engaging training sessions and events aimed at young people

· Proven ability to develop and maintain active networks of people

· Proven ability to build relationships with a range of stakeholders to successfully deliver project aims

· Insight into/experience of inequality, social injustice, poverty or trauma through life, paid or unpaid work experience
	· Experience of co-producing events with young people

· Knowledge, or willingness to learn, in relation to supporting students with career development and successful internships

· Knowledge, or ability to learn about improving student retention at university and supporting their wellbeing.

· Experience of writing articles/blogs

· Knowledge of, or willingness to learn how to use Salesforce CMS 

· Knowledge of Microsoft programmes and a range of presentation programmes such as Mentimeter and Miro

· Working knowledge of GDPR/Data Protection protocols

	Special Aptitudes

Are there any particular skills which are required for the job e.g. numerical, language, verbal reasoning etc.
	· Experience of working with students, particularly those from underrepresented groups at university

· A commitment to co-production methods and collaborative approaches to working.

· High emotional intelligence with the ability to form collaborative relationships with many different types of people both internally and externally

· Confident, concise, and engaging presentation skills
	· Understanding of trauma-informed, rights-based, and relational approaches to working with others



	Circumstances

In terms of personal circumstances, what will the job demand / provide? 
	· Scotland-wide with main base in Glasgow

· Occasional evening and weekend working may be required

· The Trust is committed to hybrid working
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