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	JOB SPECIFICATION


	As at
	Date 

 17 Jan 2012


	Recommended Grade


	£11 per hour
(Approx. 28 hours work a week is available for a one year period with the possibility of contract extension. These hours could be undertaken by one postholder or two.)

	Post Number
	

	Name of Incumbent


	
	Section
	Queen Mary Careers, part of The Careers Group, University of London

	Job Title
	Employer Services Assistant


	Job Summary
	To assist the QM Careers team in (a) developing an employer and alumni engagement programme tailored to PhDs and postdocs, and (b) growing the existing employer events programme for taught students

	Job Content 
Reporting to the Employer Services & Events Officer and working closely with the Careers Consultant for Researchers, the postholder will engage employers and alumni in new and existing events, and provide administrative and marketing support to the employer programme.


	Duties will include:

	
	· Calling and emailing employers and Queen Mary alumni to arrange their participation in events and services, such as skills training, recruitment fairs, speed-meets and mentoring schemes
· Providing administrative support to these events and services e.g. logging event bookings, chasing publicity copy, processing invoices and contracts
· Surveying PhDs and postdocs to help the Careers Consultant for Researchers to identify priority occupations and events
· Liaising with academic departments and the QM Alumni Office to expand alumni contacts
· Helping to greet and look after employers on the day of an event, under the direction of the Employer Services & Events Officer

· Preparing venues for events by setting up furniture and audio visual equipment
· Administrating vacancy advertising services by answering standard queries from employers, advising on the most appropriate advertising method and processing individual online vacancies
· Collecting and analysing event feedback from employers and students, and producing evaluation reports

· Helping to promote events to researchers, students and graduates via email, websites, social media and notice boards

· Occasionally covering the QM Careers Information Desk, signposting students, staff and employers to events and services
· Other duties commensurate with the grade as directed by the Employer Services & Events Officer or Head of QM Careers



	Working Relationships:

	Reports to Employer Services & Events Officer


	Person Requirements
	(E = Essential, D = Desirable)


	Experience:

	
	Experience of event management (D)
Experience using social media tools (Facebook, Twitter, blogs) for marketing purposes (D)


	Technical Knowledge/Skills/Aptitude

	
	Skills

· Effective communication – The ability to express yourself clearly and succinctly both verbally and in writing. The ability to listen attentively to employer clients and respond appropriately. (E)
· Relationship building – The ability to establish rapport quickly and effectively with individual clients and to maintain a welcoming yet professional manner in all interactions. (E)
· Accuracy and attention to detail – The ability and inclination to check that data sent to clients is accurate and clear. To maintain accurate records. (E)
· Time management – The ability to deliver objectives within specified time frames. The ability to monitor available time and prioritise tasks appropriately. (E)

· Independent working – The ability to work unsupervised, and to use your initiative to deal with problems and questions that are within your capabilities. (E)

· Persuasive writing – The ability to write marketing copy, particularly for social media. (D)


	Educational and Professional Qualifications

	
	· A bachelor’s degree or equivalent (E)
· Working towards a PhD (D)



	Personal Qualities

	
	· A desire to provide good customer service (E)

· A willingness to support the team (E)
· An interest in  improving access to employer events and networks for PhDs, postdocs and taught students (D)



	
	

	Special demands of the role 

	The post holder would be expected to work at some evening events. This could involve one evening per week in the autumn and spring terms and one or two in total during the summer. All such work would be paid by the hour as normal.



