[image: Derby College Group Logo]
	Job Title Workplace Engagement Co-ordinator
Reporting to Vice Principal, Quality of Education
Base: The Roundhouse

	Hours                                18.5 hours per week, 52 weeks per year
Contract Type                  Permanent
Holidays                           20 days per year subject to service increases (5 days increase after 5 years); plus 6 College closure days per year where applicable and 8 statutory days pro rata
Salary                               £33,161 per annum, pro rata (actual salary £16,581 per annum) [Fixed Point]


	Principle responsibility

Proactively working as part of the Quality of Education team, you will perform a critical role in helping us place employer and employee voice at the heart of our improvement plans and activities.  You will work with key internal stakeholders on collection methods of employee and employer voice collection and analyse results of voice activities to identify what we are doing well and what we need to develop further to enhance the student, employer and employee experience. 


	Key Responsibilities

· Contribute to and implement the Employer Voice Policy, and Employee Engagement Policy which set out a framework for effectively engaging employees and employers and encouraging their feedback to influence the design and delivery of education programmes, and to enhance employee engagement
· Plan, manage and lead the operational framework for seeking both Employer Voice and Employee Voice 
· Implement a range of employer and employee voice engagement activities through various mechanisms, including survey questions and focus groups 
· Engage with technical colleagues to enable automated solutions/systems for engaging with Employer and Employee including enabling timely analysis of outputs
· Manage the information capture from both the Employer and Employee Voice system, collate and analyse feedback and produce reports and presentations to ensure their Voice is acted upon
· Produce analysis and insight to identify and understand Employer and Employee Voice trends and themes and check that improvement actions have been taken to respond

General responsibilities
· To take reasonable care of your own health, safety and welfare and that of any other person who may be affected by your actions or omissions whilst at work.  
· To be responsible for your own continuous professional development ensuring that your skills, knowledge and professional practice are current and future focused and that you stay abreast of key policy changes 
· To demonstrate high levels of professional practice, provide advice and guidance and work collaboratively with the team and employees from other areas of the College to ensure data is always accurate and timely 
· To fully participate in Team Meetings, professional development events, discussions and any other activities commensurate with the duties and responsibilities of this post.
· To identify and develop innovative ways of working to increase efficiency and effectiveness of the area.
· Proactively promote and comply with all relevant College practice, guidelines, policies and procedures, and legislation, including but not limited to: Safeguarding, Equality and Diversity, Health and Safety, and Data Protection.
· Undertake any other duties and responsibilities as may be reasonably required by senior personnel in response to changing demands in personal, sectional or the College’s workload.


	Person Specification 

	Competencies

Essential 
· Ability to work effectively with a range of internal and external stakeholders (e.g., HR, Employer Partnerships, teachers, managers, leaders, employers)
· Ability to develop and implement a voice strategy that aligns with organisational priorities and the Quality of Education Strategy
· Strong organisational, interpersonal and communication skills
· Ability to promote the organisation internally and externally 
· Good IT skills, including proficiency in Microsoft Office
· Ability to produce accurate, high-quality, and accessible reports

Desirable 
· Creative thinking to devise methods that engage both our employers and employees to provide meaningful feedback and to prompt them to provide possible solutions to issues arising


	Knowledge & Experience 

Essential 
· Knowledge of education provision for young people, adults, and apprentices, and awareness of issues affecting students
· Knowledge of confidentiality, GDPR and safeguarding
· Understanding of inclusive practices and equity

Desirable
· Experience facilitating focus groups
· Experience of working in the education sector
· Experience of employer and/or employee engagement
· Experience of data analysis; qualitative and quantitative to produce actionable insights
· Demonstrate experience, and the results of, successfully managing large‑scale projects


	Qualifications - You are required to provide valid certificates as proof of all qualifications

· Hold a minimum of Level 2 qualifications in English and Maths (GCSE or equivalent)
· At least a L3 qualification ideally in Business/Business Admin, Marketing, Digital, Customer Service, or a related specialism
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