
Careers Administrator

University of Reading - Dean's Office 

Location: Reading 

Salary: £20,130 
per annum 

Hours: Full Time

Contract Type: Permanent

Placed On: 13th 
January 
2020

Closes: 12th 
February 
2020

Job Ref: SRF31545

View Employer Profile

Apply

Henley Careers, within Henley Business School, is a fast growing, award-
winning department with an aim to be one of the most innovative careers 
services in Higher Education. We are now recruiting for an administrator who 
can ensure the coordination and smooth running of a high performance team.

The aim of Henley Careers is to enable students to identify and pursue career 
goals and to take control of their career learning, thus creating a positive 
Henley experience for all students. This role will work with the Director of 
Henley Careers and the team in ensuring the different parts of Henley 
Careers work together. We are looking for someone who is self-motivated and 
enthusiastic and can work well with different people from across the Henley 
Business School.

You will have:

• Strong organisational and administrative skills, including future 
planning and attention to detail.

• Experience tracking and coordinating different aspects of a given task.
• Proactive mentality, flexibility, and willingness to problem solve.
• Patient, friendly and welcoming manner.

Interviews to be held 17 February 2020

Informal contact details
Contact role: Careers Learning Manager
Contact name: Maddy Woodman
Contact phone: 0118 378 4421
Contact email: madeleine.woodman@henley.ac.uk

Alternative informal contact details
Contact role:Director of Henley Careers
Contact name:Naeema Pasha
Contact phone: 0118 378 4421
Contact email: naeema.pasha@henley.ac.uk



The University is committed to having a diverse and inclusive workforce, is a 
Stonewall Diversity and Global Diversity Champion, and supports the 
principles of the Race Equality Charter and Athena SWAN.  Applications for 
job-share, part-time and flexible working arrangements are welcomed and will 
be considered in line with business needs.

Applications from job seekers who require sponsorship to work in the UK are 
welcome and will be considered alongside all other applications. However, 
non-EEA candidates who do not already have permission to work in the UK 
should note that this role is not recognised as a graduate level job by UK 
Visas and Immigration and the Tier 2 sponsorship route is not available for 
non-graduate level occupations. There is further information about this on 
the UK Visas and Immigration Website.

Advert information

Type / Role:

Clerical

Subject Area(s):

Administrative

Location(s):

South East England



General Administrator 
(Careers & Enterprise)

University of Salford - Student Experience and Support 

Location: Salford 

Salary: £20,836 to 
£23,334 

Hours: Full Time

Contract Type: Fixed-
Term/Contract

Placed On: 20th 
January 
2020

Closes: 16th 
February 
2020

Job Ref: 1858483

Apply

Business Area / School: Student Experience and Support

Length of Contract (Perm/FTC etc): 12 months FTC

Reports to: Incubation Manager

Overview

The Directorate of Student Experience and Support requires a professional 
General Administrator to support the Careers & Enterprise team and the 
general Directorate objectives. The role will provide support across a variety 
of functions within the Directorate, including supporting the Launch 
@SalfordUni Incubator.

The role-holder must demonstrate first-class customer service, time 
management and organizational skills, together with a high level of self-
motivation and a commitment to working as part of a team and independently 
with equal ease.

To fill this role, you’ll obviously be committed to the highest quality of 
customer service, and you’ll be able to demonstrate an understanding of, and 
empathy to the needs of a large, diverse and international student community.

Please note that it is a condition of this post that you take part in student 
services work that may include weekend and evening working and beyond 
core hours.

You’ll be expected to work in any of the sites across the University and may 
be required to take part in evening or weekend work.

Applicants should be aware that although the role will be assigned to Student 
Experience and Support in the first instance, we reserve the right to reassign 
the post to meet the future needs of the University.



External candidates are strongly advised to read the guidance at the end of 
this document.

Please note this vacancy closes at 23:59 on 16 February 2020.

All of us are made of many identities and passions – it makes us who we are, 
we are proud parents and passionate performers, we’re innovative engineers 
and network reformers, we’re local, we’re global and all different races, many 
cultures, many faiths and from many places. We have different genders, we’re 
proud to be LGBT, we’re younger and older and focus on ability, we’re agile, 
we’re balanced, we make sure we rest, we’re supported to work the way we’ll 
do our best. We’re academics, students and colleagues from near and afar, 
we’re a community of many things – it makes us who we are. #UoSEquality.

For more information and to apply for this vacancy, please visit 
http://www.jobs.salford.ac.uk/

At the University of Salford we are committed to an inclusive approach 
to promoting equality and diversity.

Advert information

Type / Role:

Clerical

Subject Area(s):

Administrative

Location(s):

Northern England



Ref. GBP 5033 Employer 
Engagement & Student 
Employment Administrator

University of Exeter - Graduate Business Partnership 

Location: Exeter 

Salary: £18,812 per 
annum 

Hours: Full Time

Contract Type: Fixed-
Term/Contract

Placed On: 22nd 
January 
2020

Closes: 10th 
February 
2020

Job Ref: P71639

Apply

We are seeking a highly motivated and enthusiastic graduate to take on a 
varied role with the Employer Engagement & Student Employment team, the 
employer facing part of the Career Zone. You will support, on a rotational 
basis, vacancy and internships admin, Professional Pathways Programmes 
and recruitment events. This role is available immediately until 31 July 2021 
and is part of the Graduate Business Partnerships Scheme. 

The University of Exeter manages paid internships for graduates, placing 
them with small, medium and large organisations or companies. For more 
information on the Graduate Business Partnership scheme please visit 
www.exeter.ac.uk/internships. 

This is a rotational role where you will spend part of the year on one or two 
areas and move around (as detailed below) over the duration of the contract. 

The role will have two rotations over the year.  From January to July the 
appointee with provide administrative support for our University of Exeter 
Managed Internships Schemes alongside our Professional Pathways
programmes which run at the end of June 2020. Duties will include supporting 
with marketing of the schemes to students and graduates, preparing 
internship agreements and working on the recruiting and matching process for 
the Pathways Programmes, alongside finance work to administer the Access 
to internships funding. 

From August to December the appointee will support the Employer Events 
team’s graduate recruitment activity, particularly Careers Fairs, Presentations, 
Careers Panel Talks, Drop Ins and Showcases. This will include marketing the 
events to students through a variety of mediums, preparing for the fair and 
also working at all fairs (up to 5 in the autumn term) and supporting set up the 
day before each.  The appointee will also act as host for a range of employer 
events, ensuring the room has been set up appropriately, meet and greet the 



employer, direct students and ensure their student cards have been scanned. 
Alongside this, the appointee will also provide support to upload job vacancies 
in a timely fashion. 

We are looking for a productive graduate who is highly organised, with 
excellent interpersonal and communication skills, a friendly and professional 
manner, and who can work on multiple tasks, prioritising work, in the face of 
conflicting demands and tight deadlines. The successful candidate will have 
very good IT skills, including social media experience, an ability to work as 
part of a team, a flexible approach and some office/administrative or event 
management experience would be advantageous. Interviews are expected to 
take place on 25 February 2020. 

For further information and details of how to apply click here or email 
internships@exeter.ac.uk

The University of Exeter is an equal opportunity employer which is 'Positive 
About Disabled People': if you have a disability, you should mention this in 
your application. Whilst all applicants will be judged on merit alone, we 
particularly welcome applications from groups currently underrepresented in 
the workforce.

Advert information

Type / Role:

Clerical

Subject Area(s):

Administrative

PR, Marketing, Sales & Communication

Student Services

Location(s):

South West England



Employer Engagement Officer 
(School Business Partner)

Buckinghamshire New University

Location: High 
Wycombe 

Salary: £25,217 to 
£28,331 
per annum 

Hours: Full Time

Contract Type: Permanent

Placed On: 29th 
January 
2020

Closes: 23rd 
February 
2020

Job Ref: 407793

Apply

This is an exciting opportunity to join the new Directorate for Student Success 
as part of the Student Achievement and Success Team. You will be required 
to build strong relationships with professional service employees and 
academics across the University, possess the ability to manage your own 
schedule across a number of locations and demonstrate a solution focused 
approach.

The Employer Engagement Officer will act as the first point of contact for 
employers, industry partners, external agencies and other programme 
providers interested in developing a relationship with the University in areas 
such as: placements/internships for students, recruitment of graduates, 
mentoring students, attending careers fairs/networking events, presentations, 
panel events, careers workshops or any aspect of employer/partner driven 
activity both physically and virtually. They will oversee end-to-end delivery of 
key provision that enhances student employability and discovery of various 
career paths/other opportunities enabling students to focus and action their 
career plans and achieve successful graduate level outcomes.

For further information about this role please contact Sarah.Wilson-
Medhurst@bucks.ac.uk

All applications are to be made on-line. The University operates an 
anonymised shortlisting process and therefore any uploaded CV’s or 
supporting documents must not include your name and personal details. 
Please ensure the application form is filled out in full.

Interview Date: 06 March 2020

Please note that if you do not have permission to work in the UK, Bucks New 
University will not be able to obtain a Certificate of Sponsorship for you to 
take up this position. All non EU/EAA candidates must have valid immigration 
status and/or a UK visa valid for the duration of the contract in order to be 
considered for this appointment.



Bucks New University is a Disability Confident employer and as such you will 
be given the opportunity to declare a disability as part of the application 
process.

Advert information

Type / Role:

Clerical

Subject Area(s):

PR, Marketing, Sales & Communication

Student Services

Location(s):

South East England



Assistant Careers Adviser

Manchester Metropolitan University

Location: Manchester 

Salary: £23,067 to 
£25,941 

Hours: Full Time

Contract Type: Permanent

Placed On: 10th 
February 
2020

Closes: 24th 
February 
2020

Job Ref: eArcu-
2641

Apply

About the Department:

The Careers and Employability Service plays a crucial role in helping students 
to enhance their skills to compete and succeed in a competitive graduate job 
market. We support students and graduates with advice on career options, 
applying for jobs and work experience, meeting employers and finding 
graduate job opportunities.

About the Role:

In this role you will work as part of a team to contribute to the design, 
coordination and delivery of a range of Faculty based careers and 
employability activities. You will provide high quality and responsive services 
to students and academic colleagues.

You will assist students and graduates seeking careers support, including 
careers information, advice on vacancy sources and help with job 
applications. You will contribute to running a programme of employer 
focussed events to improve access to opportunities, enhance student 
aspiration and increase access to career networks. You will lead on advice 
work targeted at specific student groups and drive engagement with the 
provision of careers services including employer mentoring opportunities.

You will assist with the organisation and promotion of careers and 
employability resources to support students. This will include online learning 
development as part of a digital first orientated approach.

About You

You’ll be proactive and enthusiastic, ensuring that your support and advice is 
tailored to meet the needs of students and graduate for their future careers.

You will also have:

• Ability to communicate clearly and professionally, both orally and in 
writing, as well as excellent interpersonal skills, with the ability to 
establish positive and effective working relationships.



• Recent and sustained period of work experience that has involved 
managing a complex and varied portfolio of activities and projects 
within limited supervision and with set deadlines.

• Ability to identify client need, provide effective advice / support or make 
appropriate referrals.

• A good awareness of the graduate careers and the graduate labour 
market, including what makes an effective job application and a basic 
understanding of employment and equality legislation.

How to Apply

If interested, you should submit your CV with a Covering Letter (detailing your 
suitability for the role) and answer the questions on our online application 
system.

Advert information

Type / Role:

Professional or Managerial

Subject Area(s):

Student Services

Location(s):

Northern England
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