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DERBY college




	DANCOP Project Officer 

Fixed Term until 31 July 2022
Reporting to DANCOP Project Coordinator
Base: All College Sites

	Hours                              37 hours per week, 52 weeks per year – Fixed Term until 31 July 2022
Contract Type                Support
Holidays                         20 days per year subject to service increase
Salary                             £24,000 per annum- fixed

	Job Purpose

Targeted outreach/in reach activities to schools, colleges and communities specifically focusing on higher education and raising aspirations. Working with teachers, parents and carers, and students to address concerns and break down the barriers that might prevent young people from progressing to higher education

To inspire and inform young people about their options and encourage them to think about higher education in all forms, including university, college-based higher education, and higher and degree apprenticeships. 


	In Reach

· To help raise students’ awareness of the opportunities which higher education can offer them and to raise their awareness of the potential access routes to higher education.

· To help students to see the connection between the studies in which they are currently engaged and the future stages in their development

· To help identified students to raise their standards of performance so that they can achieve at a higher level in their assessments

· To help students draw up individual learning plans, including personal achievement targets and timescales for action.

· To help students to acquire and develop study skills in order to improve the effectiveness of their application to studies by effectively referring them to the study support coaches.

· To help to raise students’ self-esteem, motivation, confidence, persistence and application.

· To keep records of mentoring meetings for personal use and that of Students in Classrooms.

· Organise, supervise and evaluate out of college activities/visits to Universities, employers and other organisations to raise aspirations.

· Mentor students in small groups and / or one-to-ones to support with targeted progression (eg, from L2 – L3 and L3 to HE or higher level learning).

· Develop a Positive Destination Programme to support students who require an enhancement to their planned learning programme. 

· To work with targeted groups of students to positively increase the number of applications made for higher level study.

· To deliver innovative, engaging and meaningful workshops on topics such as student finance, decision making, motivation, self-esteem and the application process. 

Compliance 

· To act responsibly and appropriately when in the presence of the participating young people and their parents.

· To network with other mentors and staff to share best practice (including attendance of review and evaluation meetings).

· To attend training sessions associated with the post.

· To complete registration and evaluation forms as requested.
· To maintain effective relationships with DANCOP stakeholders including Universities, external agencies and professional bodies locally and nationally

· To work towards key performance indicators set by the DANCOP project within specified timescales

· To keep up to date with college programme provision, progression routes and local / national opportunity structure and labour market trends in order to inform practice. 

Out reach / School engagement 

· To lead and work proactively with a caseload of students in secondary schools in order to encourage them to apply for higher education. This will involve delivering a programme of activity to them in a variety of ways, for example, through assemblies, workshops and one to ones.

· To organise activities related to HE to enhance the students’ appreciation of the opportunities available to them through innovative and engaging workshops and / or events. 


	Competencies

Essentials
· Excellent communication skills at all levels

· Interview skills

· Networking

· Data analysis

· Excellent organisation skills

· IT user/computer skills, literacy and numeracy

· Problem solving

· Setting clear objectives

· Time management

· Project management

· Self-motivated and professional approach

· Proactive

· Flexible

· Confidential

· Reliable

· Adaptable

· Honest and trustworthy

· Enthusiastic 

Desirables
· Negotiation 

· Managing change 



	Knowledge

Essentials

· Widening participation agenda
· Good practice with regard to equal opportunities included within the delivery of CEG
· Progression Pathways
· Labour market trends
· Higher Education institutes and application process
· Student finance
· Delivering training and / or supporting the delivery of careers education and / or guidance within an education setting
· Deploying resources, taking responsibility for decisions
· Monitoring and evaluating people and systems to improve quality of services
· Higher education application process
Desirables

· Session planning and design
· External support agencies
· Implementation of equal opportunities within current/previous employment
· Working with a range of young people from wide ranging and disadvantaged backgrounds


	Qualifications

Essentials

· Level 2 English
· Level 2 Maths
· Relevant Degree/Level 4 Qualification 
Desirables
· Nationally recognised qualification in Careers Guidance – Diploma in Careers Guidance or NVQ Level 4
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