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University of Brighton




Job description
Faculty:
Arts 
School:
School of Art, Design and Media
Location:
Grand Parade
Job title:
Placements and Employability Coordinator
Post number:
AD5013
Grade:
Grade 5
Responsible to:
Placements and Employability Manager
Responsible for:
Administrative staff supporting industrial liaison activities
Main areas of 

Responsibility
1.
To be responsible for the administration, organisation and coordination of students’ industrial placements in the fashion, textile, design and craft industries and supervision of the relevant administrative support staff in the corresponding academic programmes.

2. To promote the University of Brighton to the widest possible range of organisations within the design industries in the UK and overseas, and to identify industrial engagement opportunities and generate interest.

3. To oversee the financial aspects of student placements in design industries, including EU mobility funding schemes, and to act as a liaison for fundraising activities in relation to external student design exhibitions, fashion shows and events in Brighton and London.
Specific duties:
1
To be responsible for the administration, organisation and coordination of students’ industrial placements in the fashion, textile, design and craft industries and supervision of the administrative support in the corresponding academic programmes.

1. 1
To organise, in liaison with relevant academic staff, the industrial engagement opportunities (e.g. placements, live projects) for students, as part of ful​filling the requirements of their academic studies. The activities can be stranded into three progressive areas as follows:



Pre-placement/live projects:


           •      To provide expert advice on appropriate placement/live project opportunities to academic staff and students, acting as the first point of contact in relation to placement/live project activities and employer/company engagement.


•
To design and deliver guidance to students in preparation for their placements through appropriate training sessions on job search, CV and portfolio preparation and interview techniques and financial planning in relation to their placements.

•
To design and produce Placement handbooks with all relevant information.

•
To conduct advisory and diagnostic pre-placement meetings with individual students and their tutors, based on their academic strengths and technical skills.

· To guide students through the application process for overseas work permits and visas.

· To ensure that students undertaking placements are appropriately advised of Health and Safety legislation, employment law and other relevant legislation.

•
To review interview forms and follow up any problems such as criminal convictions, disabilities and special needs, and refer students to Student Services for appropriate pastoral care. To arrange for appropriate adjustments to cater for their needs whilst on their placement.

• 
To oversee the successful completion of student placements/live projects, ensuring student are placed appropriately.
Placement Monitoring and Support:

· To act as the main point of contact whilst students are on placement; to organise access pastoral provide care and to advise students of the appropriate University Student Support Services and procedures where required.



Post-placement/live project administration:
· To organise annual seminars for returning placement students as part of their assessment process.
· To contribute to an annual academic health report on industrial placements for consideration by academic subject leaders and the School Board of Study.
                          
1.2
To manage the Industrial Liaison Office at Grand Parade and ensure an efficient and effective service delivery. This includes:


 •
The supervision of administrative support staff supporting industrial placements within design industries in liaison with the School Administrative Manager (REASE and Developments). This includes devising action plans and monitoring day-to day performance in order for the team to meet the deadlines.

           •  
To develop and implement appropriate administrative systems, processes and procedures, ensuring compliance with university protocols and regulations, in liaison with the School Administrative Manager (REASE and Developments).
· To ensure a professional front-of-house service for internal and 


external enquiries and liaison.
· To oversee compliance with the university placement policy in relation to health and safety standards of all host placement companies and student insurance procedures, in liaison with the Faculty Director of Academic Standards and the School Administrative Manager (REASE and Developments).
· To develop and oversee appropriate resource management in relation to placements in design industries. This may include the language library for overseas placements and the online placement report archive on intranet systems, which serves as a research tool for future students.

· To manage a database of industry and press contacts for invitations to events of importance to the school so as to maximise its strategic advantage and minimise the risk of harming important commercial relationships.
2
To promote the University of Brighton to the widest possible range of organisations within the design industries in the UK and overseas, and to identify industrial engagement opportunities and generate interest.

2.1 To pro-actively establish new local, EU and overseas contacts in order to optimise commercial contact for industrial placements, live projects and graduate career opportunities.
2.2 To keep abreast of the market and design industry trends and identify potential clients/partnerships to work with to the benefit of the academic profile of the school’s full range of programmes.
2.3    To advise the academic programme leaders on embedding the industry engagement agenda within their course development.
2.4
To act as the first point of reference and contact for industrial contacts and employers, representing the school in relation to industrial engagement within the design industries.

2.5    To be responsive to enquiries from potential new industrial partners, researching their profiles and assessing their suitability to support student placements/live projects in the educational context and to broker such relations between external contacts and the academic staff.
2.6
To coordinate arrangements for student trips to companies and trade fairs in Europe and Great Britain, and to accompany groups on such visits where required; to introduce students to the industry and identify opportunities.
2.7
To design publicity materials and web promotion for both companies and the students, including the promotion on the Faculty website, student intranet (blackboard), in liaison with the Faculty Communications Manager, the Faculty Marketing Officer and the School Administrative Manager (REASE and Developments).
2.8   To foster company relationships, including the arrangement of visits to employers and employers’ visits to the university. This includes the management of ‘live’ projects for the final year students.

2.9    To manage alumni links and activities, supporting the school in maximising the resource potential of the school’s alumni. To build up and maintain professional 


relationships with graduates to ensure that they promote placements to their organisation after their graduation. 
3 
To oversee the financial aspects of student placements in design industries, including EU mobility funding schemes, and to act as a liaison for fundraising activities in relation to external student design exhibitions, fashion shows and events in Brighton and London.

3.1   To be responsible for EU funded mobility schemes within European Commission requirements, ensuring that bene​ficiaries are properly informed and overseeing their funding payments. 
3.2
To compile interim and final reports on the EU funded schemes and submit to the University Central Departments (Registry), the School Administration Manager (REASE) and the Head of School.
3.3
To advise students on the financial planning of their placements, including the relevant grants and travel bursaries.

3.4   To act as a liaison for as a liaison for fundraising activities in relation to external student design exhibitions and events in Brighton and London.
3.5
Ensuring up-to-date knowledge of and compliance with the University’s Financial Regulations.

Selection Criteria
The criteria below indicate the qualities that are needed to do the job well. Candidates for the post will be selected according to the extent to which they satisfy these criteria, and the evidence of potential for further developing the remainder. Most of the criteria must normally be met in order to qualify for selection.

Essential:


Knowledge/qualifications: a degree level education or other evidence of a high level of analytical, communication and problem-solving ability.
· Knowledge of the commercial design field for fashion, textiles, design and craft, coupled with related work experience;
· Proven administrative management skills and related ICT proficiency;
· Report writing skills;
· Experience of financial administration and/or good numeracy skills.
Communication: highly developed interpersonal skills; able to communicate information in a persuasive way orally and in writing to both staff and students; diplomacy and negotiating skills with the ability to be assertive without being aggressive.
Supervision of others: experience of staff supervision and/or team leadership. Ability to motivate, plan actions and monitor performance in order to meet deadlines.
Analysis, creativity & problem solving: considers various perspectives and the overall picture; solves problems and develops plans successfully, with the absolute minimum of supervision. 

Organisation: the ability to prioritise work effectively, judging the relative importance of conflicting demands and planning actions in order to meet deadlines. An ability to work with a minimum of super​vision.

Teamwork: flexible, co-operative, helpful; respects the ideas and expertise of others; appreciates own strengths and weak​nesses. 

Sensitivity: listens well and understands the needs of others, and is sensitive to the differing needs of different situations.

Self motivation: has a record of successful performance at an appropriate level of responsibility; sets and meets object​ives on own initiative; is committed to continuous self-devel​opment.

Response to change: prepares and plans self and others for change; adaptable; interested in learning and invest​igation.

Technical skill: highly developed keyboard skills, know​ledge of word processing and spreadsheet applications and data​bases on both Mac and PC platforms.
Desirable:
•
Experience of industrial placements for education sector;
•
Experience of leading or facilitating training;
•
Knowledge of the objectives, needs and priorities in higher education.
This job description sets out the duties of the post at the time when it was drawn up. Such duties may vary from time to time without changing the general character of the duties or the level of responsibility entailed. Such variations are a common occurrence and cannot of themselves justify a reconsideration of the grading of the post.
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