 


 


 


Job Description: Professional Service Positions 
 
	Faculty/Directorate/Service Area: 
	Student Life  

	Job Title: 
	Placements and Employability Assistant 

	Department/Subject: 
	Clinical Placements

	Salary: 
	Grade 4  

	Hours of work: 
	Full Time, 35 hours per week

	Number of positions: 
	1

	Contract: 
	

	Location: 
	Singleton Campus 


 
	Main Purpose of Post 
 
	  
1. To provide comprehensive administrative support to the Placements Team, maintaining and developing key administrative systems and processes to help with the effective delivery placement schemes and wider employability initiatives. This will involve working closely with colleagues to ensure compliance with legal and duty of care responsibilities towards our students and the development of and distribution of key documentation.  
2. To collate and process a range of documentation relating to placement and employability activity which would include timesheets and travel expense forms.
3. Book temporary accommodation for students to attend placement.
4. To collect and collate feedback on placement and employability activities to assist the team in monitoring and evaluating effectiveness of support.  
5. To minute relevant employability meetings and provide support in organising and delivering these.  
6. Assist in the organisation of wider industrial engagement activity, such as setting up meetings and organising tours of University facilities.  
7. Act as a contact point for the team. Monitor, forward and action communications in the team’s email inbox; book placement accommodation. 
8. Support planning and organisation of visits to students on placements, for example: 
 booking hotels, developing an itinerary, liaising with students and their employers to arrange meeting times, submitting expenses claims.  
9. Assist with existing placement operations, both in relation to work placements. This may involve processing applications and dealing with enquiries from students, strategic partnership boards or employers where relevant.  
10. Where relevant, maintain placement records including risk assessments.   
11. Where relevant, assist with the administration for Peer Mentoring Schemes, supporting Mentor activity and increasing Mentee engagement.
12. Support any relevant exchange programmes for the service including dealing with queries from students and partner institutions.  
13. Maintain the administration systems including the database and cloud data storage in line with GDPR.
14. Maintain accurate records of placement information including scrutiny of contracts and agreements between service, employer and student




	General Duties 
	1. To fully engage with the University’s Performance Enabling and Welsh language policies. 
2. To promote equality and diversity in working practices and to maintain positive working relationships. 
3. To lead on the continual improvement of health and safety performance through a good understanding of the risk profile and the development of a positive health and safety culture.  
4. Any other duties as agreed by the Directorate / Service Area. 
5. To ensure that risk management is an integral part of your day-to-day activities to ensure working practices are compliant with the University's Risk Management Policy.  

	Professional 
Services Values 
	All Professional Services areas at Swansea University operate to a defined set of Core Values - Professional Services Values and it is an expectation that everyone is able to demonstrate a commitment to these values from the point of application through to the day-to-day delivery of their roles. Commitment to our values at 
Swansea University supports us in promoting equality and valuing diversity to utilise all the talent that we have.  
We are Professional 
We take pride in applying our knowledge, skills, creativity, integrity and judgement to deliver innovative, effective, efficient services and solutions of excellent quality. 
 
We Work Together          
We take pride in working in a proactive, collaborative environment of equality, trust, respect, co-operation and challenge to deliver services that strive to exceed the needs and expectations of customers. 
We Care 
We take responsibility for listening, understanding and responding flexibly to our students, colleagues, external partners and the public so that every contact they have with us is a personalised and positive experience. Commitment to our values at Swansea University supports us in promoting equality and valuing diversity to utilise all the talent that we have. 
 

	Person 
Specification 
 
	Essential Criteria: 
Values: 
· Demonstrable evidence of taking pride in delivering professional services and solutions 
· Ability to work together in an environment of equality, trust and respect to deliver services that strive to exceed the needs and expectations of customers. 
· Demonstrable evidence of providing a caring approach to all of your customers ensuring a personalised and positive experience  
Qualification: 
· Good general education to GCSE level, or equivalent levels of experience, with a high standard of literacy and numeracy. 
 
Experience, Knowledge, Skills: 
· Excellent IT skills, including the use of MS Word, MS Excel and MS PowerPoint.  

	
	· Strong customer service skills, including evidence of the ability to communicate with a wide range of stakeholders face to face and over the phone in a professional manner.  
· Ability to carry out accurate data entry and maintaining detailed information records.  
· Knowledge of using social media as a communication and marketing tool.  
· Evidence of excellent verbal and written communication skills.  
· The ability to work using own initiative.  
· Excellent organisational skills to manage workload effectively and multi-task to meet set deadlines.               
· Flexibility to work some evenings and weekends for Open days, Employability workshops and any other events. 
· The ability to understand, interpret and apply administrative procedures.  
· The ability to summarise, interpret and report data sets. 
Desirable Criteria: 
· Ability to communicate in Welsh. 
· Qualifications at a professional, further or higher education level.   
· Experience of working in further or Higher Education, specifically with undergraduate students.  
· Experience of working in a setting which included exposure to one or more of the following: careers, employability, clerical/administrative work or student experience. 

	Welsh 
Language Level 
	
	Level 1 – ‘a little’ - pronounce Welsh words. Able to answer the phone in Welsh (good morning / afternoon).
Able to use very basic everyday words and phrases (thank you, please etc.). Level 1 can be reached by completing a one-hour training course.

For more information about the Welsh Language Levels please refer to the Welsh Language Skills Assessment web page, which is available here. 
	 

	Additionally 
Information 
	Informal enquiries: alex.e.jones@swansea.ac.uk
A satisfactory DBS certificate must be provided before a start date can be confirmed.
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