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JOB SPECIFICATION                               

	TITLE:


	Scholar Liaison Officer

	FUNCTIONAL AREA:


	Scholarship

	LOCATION:


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

	REPORTING TO:


	Scholarship Training Manager

	GRADE:
	2

	CONTRACT:
	Permanent


	MAIN DUTIES/RESPONSIBILITIES

	Job Purpose: 
The Scholar Liaison Officer will assist in the delivery of the Journey to Success Scholarship Programme. The key focus of the role is on the provision of information, support and guidance to students throughout their journey into and through university. This also involves supporting the Scholarship Team in all aspects of their role.
Key responsibilities:
· First point of contact for daily queries offering information, advice and guidance
· Allocate incoming support requests to relevant Scholarship team members

· Monitor inbox, work to tight timeframes and report on activity

· Increase Scholar engagement across multiple social media platforms

· Communicate upcoming events and news via email and Scholar Intranet

· Use Salesforce to create accurate records of Scholar activity

· Promote and raise awareness of Scholar success both internally and externally

· Provide online delivery support including managing bookings, resources and surveys
· Provide technical guidance for Scholars using online learning and social media
· Be involved in the annual selection of candidates for Scholarship 

· Liaise with schools to boost engagement and monitor responses

· Liaise with the Universities and schools during application process

· Assist in the organisation and delivery of the Outward Bound Welcome Weekend 

· Assist in the development of the Internship Programme 

· Assist with Community Placements for 2nd and 3rd year students 

· Assist with the development of the Alumni Network

· Assist in the evaluation of all training and development projects undertaken

· Assist in the development and use of measurement tools

· Produce monthly reports on Scholar activity i.e. bursary changes, changes of course etc.

· Provide annual updates on fair access and academic progression rates

· Highlight any changes required to the Programme

· Assist in any other duties required for the smooth running of whole Scholarship Programme




PERSON SPECIFICATION FORM

	DEPARTMENT:  Scholarship


	VACANCY REF. No:

	JOB TITLE: Scholar Liaison 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?
	· Experience of providing information, advice and guidance

· Managing support enquiries sensitively both face to face and via email
· Good understanding of current GDPR 
· Knowledge of Excel

· Excellent organizational skills
· Good understanding of communications technology 

· Experience of using social media platforms professionally


	· Educated to degree level
· Experience of providing IT support
· Experience of liaising with schools, colleges and universities

· Experience of providing pastoral care or counselling

· Experience of Salesforce 

	Additional Information  
	Travel and occasional overnight stays across Scotland may be required


	Completed by:
	Annie Doyle
	Date
	23/06/20

	Accepted by:
	
	Date
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