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1. Introduction 

This report has been prepared by Incomes Data Research (IDR) and, as requested, it provides 

market salary data for the following role(s):  

 

• Volunteering and Work Experience Officer 

 

2. Market salary data 

This section presents the market salary data. We aim to provide a minimum of three sources 

of information for each job to enable ‘triangulation’ of the results, and thereby provide the 

widest possible assessment of the market for this role.  

 

2.1. Market data 

The tables in the following sections provide the aggregate market salary for a full-time 

Volunteering and Work Experience Officer. 

 

2.1.1. Recruitment data 

The data in this section is based on analysis of recruitment salaries for a similar role(s). It is a 

guide to starting pay for these roles, and in some cases also provides a guide to the maximum 

that might be achieved. 

 

HR Officer/Advisor, North East 

Sector Range £pa Typical £pa 

Commerce and industry £23,000-£35,000 £29,000 

Public sector £22,000-£34,000 £28,000 

Source: Hay Salary and Recruiting Trends 2020. 

  



 
 

 

 

2.1.2. NHS data 

In this section we provide information on the salary range for the pay band likely to cover 

comparator jobs in the NHS. The NHS, with 1.2m staff, is the largest employer in the UK and as 

such plays a key role in influencing the market for many non-medical roles, particularly in 

education, given the links between parts of higher education and the NHS. 

 

Work Placement Officers in the NHS are typically employed on either Band 5 or 6 depending 

on experience/seniority with a current salary range of either £24,907 to £30,615 or £31,365 

to £37,890 a year outside of London and high-cost areas in the South East/South.  

 

Roles based in high-cost areas qualify for the following supplements: 

• Inner London – 20% of basic salary, subject to a minimum payment of £4,474 and a 

maximum payment of £6,892; 

• Outer London – 15% of basic salary, subject to a minimum payment of £3,786 and a 

maximum payment of £4,824; 

• Fringe – 5% of basic salary, subject to a minimum payment of £1,037 and a maximum 

payment of £1,793. 

  



 
 

 

2.1.3. IDR data 

The following tables contain data from IDR Pay Benchmarker, our online database of salary 

information. This data has been collected by IDR directly from employers through surveys and 

bespoke data collection for the IDR Pay Benchmarker service.1 

 

HR Job Family, whole economy, job level 5 

Job level Company 

count 

Lower 

quartile 

Median Upper 

quartile 

Average 

Level 5 34 £25,051 £27,234 £29,948 £27,743 

Source: IDR Pay Benchmarker. 

 

 

2.4 4.  Other sources 

Training/Learning and Development Officer, Rank 5 

Selection criteria Lower quartile (£) Median (£) Upper quartile (£) 

National 24,573 28,910 33,246 

Public Administration 24,082 28,332 32,581 

North East 24,082 28,332 32,581 

Source: Professional and managerial survey 

 

 

 

  

 
1 Refers to the IDR Job Level. These typically cover the following types of roles: 1 and 2, admin, 

support and manual roles; 3 and 4, secretarial and craft roles; 5 and 6, vocational and supervisory; 7 

and 8, professional and managerial; 9, senior management; 10a and 10b, directors; 11, senior 

directors/chief executives. 



 
 

 

3. Job advertisements 

This section details current comparable vacancies from our database of advertised positions. 

 

3.1. Data and summary 

Job title Organisation Min Max 

Placements Allocation Officer University of South Wales £30,046 £34,804 

Programme Placement Officer University of East London £30,409 - 

Internship/Work Placement 

Officer Twin Group £34,000 £36,000 

 

3.2. Job advertisements 

The following pages present the job advertisements for the above vacancies.  
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Placements Allocations Officer  

Starting salary £30,046 per annum 

The Faculty of Life Sciences and Education, School of Care Sciences, is seeking to appoint a 

Placements Allocations Officer to join the existing placements team on the Glyntaff Campus. The 

post holder will join an existing team and support the Academic Manager, Practice-Based 

Learning and Simulation in optimizing the allocation process for undergraduate students to 

placements within our partner organizations. 

 

The post holder will be based at the Glyntaff Campus but at present will work remotely. 

 

For informal enquiries please contact Dr Simon Young, Deputy Head of Care Sciences, 

Simon.young@southwales.ac.uk or Matthew Thornton, Academic Manager, Practice-Based 

Learning/Simulation, matthew.thornton@southwales.ac.uk  

 

If you are a successful candidate and this position will be your first professional services role at 

the University (or you are currently employed by PSS Ltd), you will be employed by Professional 

and Support Services Limited, a wholly owned subsidiary of the University of South Wales, which 

provides services to the University and Colleges.  If you are an internal professional services 

candidate, you will be continue to be employed by the University of South Wales. 

  

 

Apply online http://www.southwales.ac.uk/jobs 
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PUBLIC / CYHOEDDUS 

Job Description 

Job position Placements Allocations Officer  

Faculty/department Faculty of Life Sciences and Education  

School/sub-department School of Care Sciences  

Providing Services to USW 

Grade and salary Grade E - £30,046 - £34,804 per annum   

 

Hours of work Full time (37 hours) 

Contract duration 

(perm/fixed term) 
Permanent  

Reports to (job title) Academic Manager  

 

Job purpose 

 

Main Purpose of the Job: 

 

1.) To effectively and efficiently allocate specified groups of students to a range of partner 

organisations.  

2.) To support both staff and students in general enquiries relating to a range of issues relating to 

the placements.  

3.) To support as appropriate the placements team in any aspect of their work to deliver an 

efficient service to students and to partner organisations. 

 

 

Key responsibilities 
 

• Plan and allocate groups of students to appropriate placements within partner organisations.  

• With minimal supervision, run statistical reports, and make relevant inferences by for example 

reviewing retrospective, prospective use of placement areas and make recommendations 

designed to improve the allocation of students to practice areas. 

• Identify any issues that may impact upon the planning and allocation of students and make 

appropriate recommendations regarding their resolution / management in a timely manner. 

• Advise AM, Practice Based Learning, link lecturers and partner organisations on placement 

usage with a professional, confident demeanour. 

• Act as a point of contact for placement related queries from students, USW staff and partner 

health service providers and use reporting mechanisms effectively  

• Assist placements team in identifying practice areas where the placing of students becomes 

problematic and support both the team and AM, Head of Practice Based Learning in finding 

solutions. 

• Assist placements team in pre-empting placement issues and make appropriate 

recommendations. 

• Work as part of the placement team to facilitate the allocation of students to host placements 

as required  

 
 



 

 

PUBLIC / CYHOEDDUS 

 

Person specification  

 

To be able to undertake this role effectively you will need the key attributes and skills 

outlined below. When completing your application ensure you demonstrate how you 

meet these criteria. 

  

1 *Educated to degree level or equivalent experience 

2 *Evidence of experience of working with a range of IT systems 

3 *Evidence of knowledge of supporting students 

4 *Evidence of effective communication and presentation skills 

5 *Evidence of effective application of solutions to problems with associate reports and/or 

recommendations. 

6 *Ability to work in a team and independently, and to take initiative. 

7 *Good organisational skills 

8 *Demonstrable commitment to delivering high quality services to students and staff. 

9 *Ability to plan own work, problem solve and make appropriate recommendations. 

10 *Ability to work as a member of a team or group 

11 *Ability to relate to students from diverse backgrounds, ages, and experience. 

12 *Ability to establish positive and effective working relationships with a range of university 

colleagues as well as external partner organisations. 

13 *Effective oral and written communication skills in both individual and group situations 

14 *Willingness to undertake administrative activities in the evening and at weekends when 

necessary. 

15 *Willingness to travel within the UK and/or abroad to undertake related activities 

 

Additionally, you will have:  

•  Experience of internal or external audit processes. 

 Evidence of partnership working with external organisations 

 Ability to speak Welsh 

 

 

Health and Safety   

It is your responsibility to familiarise yourself with, and comply with, the organisation’s Health 

and Safety Policies and Procedures.  You must also be fully conversant with your health and 

safety responsibilities outlined in the Faculty/Department Health and Safety Management 

Arrangements document and implement accordingly.  

 

 

 



 

 

PUBLIC / CYHOEDDUS 

Disability Confident Committed- Offer of an interview   

 

Professional and Support Services Limited is committed to employing a diverse workforce and 

creating an inclusive environment where staff can be themselves and every person is treated 

with dignity, fairness and respect. We welcome applicants from diverse backgrounds and 

communities, especially with regards to age, disability, gender, gender identity, sexual 

orientation, race and religion or belief. We guarantee that all disabled candidates who meet all 

the key criteria for the job vacancy they are applying for are offered an interview.  Key criteria 

are identified by * in the person specification above. 
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JOB DESCRIPTION  
  

Job Title:    Programme Placement Officer   
College:      School of Education and Communities 
Grade:      D    
Campus/Location:    Stratford  
Responsible to:     School Business Manager  
Liaison with:  Employers, providers of placement opportunities, relevant staff in Schools 

and Services and external partners    
   

 
Never Not Moving Forward 

 
Build your career, follow your passion, be inspired by our environment of success. #BeTheChange 

  
The University of East London is one of the most diverse and vibrant universities in the global capital. Our 
pioneering and forward-thinking vision is making a positive and significant impact to the communities we 
serve, inspiring both our staff and students to reach their full potential.   
  
Born in 1898 to serve the skills needs of the 2nd industrial revolution, the University of East London has 
commenced Year 3 of its transformational 10-year Vision 2028 strategic plan led by our Vice-Chancellor & 
President, Professor Amanda Broderick, to advance Industry 4.0 careers-1st education. We have a clear 
route-map to provide a springboard for the jobs and opportunities of the future; drive diversity in the 4.0 talent 
pipeline - working in partnership to promote talent wherever it is found; and to create an inclusive and 
sustainable, green future.  
  
We are looking for forward-thinking, innovative, curious, high-energy, self-aware people who are passionate 
about making a positive difference and who will thrive in an inclusive and diverse University community who 
are never not moving forwards.   
  
As one of the most socially inclusive and international Universities and comprising one of the most 
diverse staff populations in the UK (50% of our professoriate identify from black or minority ethnic 
backgrounds), we are hugely proud of our track record in reducing inequalities (ranked 1st in the UK & 
2nd globally, Times Higher Education Global Impact Rankings, 2020) and our commitment to equality, diversity 
and inclusion is at the heart of Vision 2028.   
  
We are building an environment of success where colleagues are supported to achieve, and our community 
can flourish and thrive. We are an accredited Investors in People Award Institution and have achieved 
the Investors in People Health and Wellbeing Award. With Athena Swan Awards and being one of a small 

https://issuu.com/universityofeastlondon/docs/annual_review_2020?utm_source=Charlotte%2BWhite%2Btest%2Bmail%2Blist&utm_campaign=46c08a193b-EMAIL_CAMPAIGN_2018_09_19_02_52_COPY_04&utm_medium=email&utm_term=0_e8797a5163-46c08a193b-
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number of Universities to have achieved the Race Equality Charter Award, we continue on our journey to 
address and reduce barriers to opportunity.  
  
So, if you are looking to build your career in a dynamic, inclusive and performance-
focused team and are inspired by our environment and drive for success, we want you 
to apply to join the University of East London. We are looking for inspirational individuals who have a passion 
to make a positive difference to people and planet, creating a more sustainable future for everyone.   
 
 
JOB PURPOSE  
  
Responsible for forming and maintaining relationships with employers, in conjunction with academic 
colleagues where required, to source, administer and support appropriate placement opportunities for 
students, particularly those on professional programmes where the placements form an integral part of the 
course of study.  
   
MAIN DUTIES AND RESPONSIBILITIES 
 

• To build relationships and rapport with placement providers, mentors and supervisors, fully involving 
and working with Academic colleagues as required; sourcing, securing and confirming suitable 
placements and making sure they are efficiently used 

 
• To keep up-to-date with information relating to the relevant statutory bodies, taking account of statutory 

requirements, working effectively with these organisations and administering contracts 
 

• To maintain an act upon awareness of programme context, through regular interaction with academic 
colleagues and participation in programme and tutor meetings. As a result, collate and manage student 
needs, liaise with students and providers, plan and then confirm placement allocations 
 

• To liaise with students to ensure awareness of necessary preparation required throughout the 
placement cycle.  To include pre-placement preparation, mid-placement reflection and end of 
placement evaluation 
 

• To liaise with placement providers and undertake the timely and accurate inputting of data or creation 
and maintenance of files regarding the placement, tracking the duration and progress of all placements 
and ensuring data is accurate for reporting and for the submission of returns, for example to statutory 
bodies and for audit purposes 
 

• To liaise with placement providers and academic colleagues and undertake the timely and accurate 
inputting of data regarding mentoring and supervisor training, tracking all training and ensuring data is 
accurate for training reporting requirements 

 
• To administer placements, including assisting with the preparation of placement partnership and 

programme handbooks, placement location and preparatory reading, assessment documentation, 
letters, contract and programme materials as required, administering requirements for payments. 
Respond to a high volume of telephone enquiries from prospective students, students, placement 
providers, mentors, supervisors and external bodies, ensuring that responses are made, and arrange 
room and equipment bookings, and organise resources and hospitality, particularly for mentor and 
supervisor training, participation in interviews and so on 
 

• To liaise with academic staff and other support services to ensure students maximise success whilst on 
placement 
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• Signposting students with difficulties on placement or “at-risk” of failure and ensuring the relevant 

support is in place and necessary governance is adhered to 
 

• To identify placement opportunities of a more generic nature that can support student employability 
objectives and effectively share data and information across the team to fully maximise opportunities 
secured 
 

• To collect, evaluate and monitor relevant data and statistics to allow for strategic and operational 
planning 

 
• Deliver accurate and timely reporting to statutory, contractual and accreditation bodies 

 
• To gather information required for meetings or the production of reports, sometimes with minimal 

guidance 
 

• To take a flexible approach to work (attendance at early morning and evening meetings will be 
required).  
 

• To undertake any further duties in line with the level of the post, and as directed by the Professional 
Programmes Team Leader  
 

• To work in accordance with UEL’s Equality and Diversity policies  
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PERSON SPECIFICATION 

  
  
EDUCATION QUALIFICATIONS AND ACHIEVEMENTS  
  
Essential criteria; 
  

• Degree or equivalent qualification. (C)  
  

  
KNOWLEDGE AND EXPERIENCE 
  
Essential criteria; 
  

• Knowledge of the HE sector and of the requirements of relevant statutory and professional bodies (A/I)  
• Excellent IT skills with clear proficiency in Word and Excel packages, Delta and use of the internet (A/I)  

  
  
SKILLS AND ABILITIES  
  
COMMUNICATION:   
  
Essential criteria; 
  

• Ability to communicate using a variety of mediums to internal and external audiences including senior 
managers, students, graduates and employers (A/I)   

• Excellent networking skills and good people/interpersonal skills (A/I)  
  
TEAMWORK AND MOTIVATION  
  
Essential criteria; 
 

• Able to positively contribute to the objectives of the wider team whilst being a proactive team member 
(A/I)  

  
PLANNING AND ORGANISING:  
  
Essential criteria; 
  

• Ability to plan major and minor events making appropriate decisions concerning budgets and resources 
and taking into account student attitudes and behaviours (A/I)   

• Ability to understand the importance of good plans and the need to measure and monitor progress 
against these whilst being flexible enough to take into account unforeseen changes or new 
opportunities (A/I)  

  
 
INITIATIVE AND PROBLEM SOLVING:  
  
Essential criteria; 
 

• Experience of using own initiative to resolve problems and creativity to drive development. (A/I)  
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DECISION MAKING:  
  
Essential criteria; 
 

• Ability to make independent but appropriate decisions, whilst keeping relevant people informed and 
staying within budget. (A/I)  

  
OTHER ESSENTIAL CRITERIA:   
 

• High level of attention to detail and accuracy (A/I)  
• Willingness to travel and work across university sites and externally (A/I)  
• Flexible approach to work (A/I)  
• Commitment to and understanding of equal opportunities issues within a diverse and multicultural 

environment (A/I)  
  
 
Criteria tested by Key:  
A = Application form  
C = Certification   
I = Interview  
P = Presentation  
R = Research papers  
T = Test  
  












