
 

 

 

 

 

 

It is important to note that this job description is a guide to the work you will 

initially be required to undertake. It may be changed from time to time to meet 

changing circumstances.  It does not form part of your contract of employment. 
 

Job Description for the post of: 

 

Widening Participation Assistant 

EHA1615-0121 
Fixed term until 31/08/2021 

 

Reporting to:  Senior Widening Participation Officer 

 

Accountable to:  Head of Student Recruitment 
 

The Post 

 
The main purpose of this role is to work with a range of targeted schools within the North 
West area delivering a bespoke programme of activities in order to raise aspirations to 
Higher Education. 
    
The post holder will build and maintain working relationships with schools and colleges in 
the local area, supporting the Widening Participation team and working closely with 
colleagues in the Education Liaison and Events Team. They will also work collaboratively 
with colleagues in Student Services and Careers to ensure a joined-up approach to 
students’ transition into university. The focus of this work will be to contribute to the 
design and delivery of projects which will engage the University’s priority groups 
identified in the Access and Participation Plan. In addition, the post holder will also be 
required to work collaboratively with other regional Higher Education Institutions in 
developing and delivering events to targeted groups of students who form part of the 
University’s priority groups.  
 
The post would be suitable for a recent graduate 

Duties and Responsibilities 

 
1. Undertake school liaison work locally including;  

 
a. Produce and deliver relevant and accessible presentations to a range of 

audiences, and design and facilitate workshops on a variety of educational 
issues related to HE aspiration raising and decision making. 
 

b. Contribute to the organisation and delivery of a variety of innovative and 
engaging events for a range of audiences including online outreach, school 



 

 

visit days, subject taster days, bespoke on campus visits for targeted 
groups of students (for example Children in Care) and events for teachers 
and parent/carers. 

 
c. Attend school and college Careers and Progression Fairs to promote the 

benefits of HE, discuss courses, provide application advice, give 
information on, the University location, campus and facilities, and support 
decision making regarding A Level/BTEC options as well as HE 
applications. 

 
2. Day-to-day administration within the Team including dealing with requests and 

bookings for representatives to attend events, requests for speakers to deliver 
presentations and workshops, updating and developing the team’s webpages, and 
organising events and visits for schools, colleges and relevant organisations. 
 

3. Involvement in key widening participation networks, attendance at conferences 
and a proactive approach to keeping abreast of sector issues. Using up-to-date 
knowledge to update relevant audiences, tailored according to their level of 
understanding and requirement for action.  
 

4. Support the training, development and management of the Student Guide 
Scheme administered by the Student Recruitment Team. 

 
5. Act as a key member of the Events Team at large university-wide recruitment 

events such as Open Days 
 

6. Support the development, promotion and delivery of team events such as the 
annual Teachers and Careers Advisers Conference and the Summer Residentials 
 

7. Contribute to the collation of market intelligence and undertake regular 
benchmarking and evaluation activities 

 
8. Work effectively towards the targets set annually in the operational plans 

 
9. Provide administrative and events support to colleagues and managers as 

required 
 

In addition to the above all Edge Hill University staff are required to: 

 
a) Adhere to all Edge Hill’s policies and procedures, including Equality and Diversity 

and Health and Safety 
 
b) Respect confidentiality: all confidential information should be kept in confidence and 

not released to unauthorised persons 
 
c) Undertake appropriate learning and development activities as required 
 
d) Participate in Edge Hill’s Performance Review and Development Scheme 



 

 

 
e) Adhere to Edge Hill University’s environmental policy and guidelines and undertake 

tasks in a sustainable manner 
 

f) Demonstrate excellent Customer Care in dealing with all customers 
 

 

Salary: Grade 3, Points 11 - 14 

£18,212 - £19,828 per annum 
 

Hours : 36.25 hours per week 
 

It is expected that the post holder will work flexibly according to the 
demands and responsibility of the job, as regular evening and 
weekend work will be required. 

 
 
In addition, there is a restriction on annual leave being taken during the period when 
national examination results are published, normally the third week in August through to 
the start of Edge Hill’s academic year. Candidates should note that the main focus of the 
workload of this role is based around school terms. 
 
Candidates should note that they will be shortlisted based on information provided on the 
application form with regard to the applicant’s ability to meet the criteria outlined in the 
Person Specification attached. 
 
We are specifically looking at the candidates’ ability to communicate effectively through 
written communication and we will therefore take into account spelling, punctuation and 
grammar and shortlist accordingly. 
 
Candidates should also note that their ability to demonstrate specifically that they meet 
the essential experience requirements will also determine whether they make it past the 
first stage of shortlisting. 

 

It is important to note that the successful applicant will be required to undertake a 

Disclosure and Barring Service enhanced disclosure and that receipt of a 

satisfactory disclosure certificate will form part of the conditions of offer of 

employment 



 

 

 

PERSON SPECIFICATION 

 

Widening Participation Assistant 

EHA1615-0121 
 

CRITERIA:  

Applicants should provide evidence of their ability to meet the following criteria: 

  

Essential 

 

Desirable 

 

*Method of 

assessment 

(I/A/S/T/P) 

Qualifications 

1 Degree or equivalent professional qualification *  A 

 

Experience and Knowledge 

2 Recent experience of studying in Higher Education   * A 

3 Experience of working within a Widening Participation 
function 

 * A 

4 Significant recent experience of working with pre and 
post 16 students in an educational setting 

*  A, S, I 

5 Experience of creating bespoke and engaging 
activities for school & college groups 

*  A, S, I 

6 Excellent communication and interpersonal skills, 
including networking skills and the ability to develop 
and maintain profitable working relationships 

*  A, S, I, T, P 

7 Event coordination experience  * A, S 

8 A demonstrable understanding of the issues and 
barriers relating to the progression of learners in 
Higher Education 

*  S, I, P 

 

Abilities/Skills 

9 Excellent presentation skills and a creative approach to 
developing and delivering engaging presentations for 
large groups of people 

*  A, S, I, T, P 

10 A focused and organised approach to work and proven 
experience of initiative to work individually 

*  A, S, I, T 

11 An ability to work collaboratively as part of a team to 
meet shared objectives and enthuse colleagues 

*  A, S, I, T 

12 Excellent administrative and IT skills including use of 
Word, Excel, Outlook, PowerPoint and other packages 
to support efficient communication, recording of 
information and an innovative approach to 
presentation and delivery of information 

*  A, I, P 

13 An excellent standard of written and spoken English *  A, T, P 

14 A positive, flexible and resilient approach to work and *  A, I 



 

 

working hours and willingness to travel extensively 
throughout the North West and further afield, spend 
periods away from home, and to work unsociable 
hours, including evenings and weekends 

15 A proven ability and commitment to excellent customer 
care and service 

*  A, I 

16 The ability to travel *  S 

 

*Method of Assessment 

(I-Interview, A-Application, S-Supporting Statement, T-Test, P-Presentation)  
Please note that applications will be assessed against the Person Specification using this criteria. 


