
 

 School Partnerships & 
Engagement Officer 

APPLICATION PACK 



 

As soon as possible, subject to successful pre-employment checks 
including a DBS check or a check against the DBS Update Service if 
registered. 
 

 
Permanent. full time (37 hours per week). 43 weeks per year (including 
professional development days). Monday to Thursday 8.30am to 16.30pm, 
Friday 8.30am to 16.00pm. Work flexibly, including evenings and 
weekends (parents' evenings, interview evenings, open events, 
transition days) with time off in lieu. 
 

 
Point 10 to Point 12 on the NJC Support Staff Pay Scale.  (£27,733 to 
£29,544 FTE) Actual salary £25,399 to £28,140. 
 

 

Local Government Pension Scheme 
 

 

NJC Terms and Conditions for Support Staff in Sixth Form Colleges 
 

 

Midday on 12th March 2026 

 

W/C 16th March 2026 

 



 School Partnerships & Engagement Officer 

 

Head of Marketing & Communications 

 

The School Partnerships & Engagement Officer builds strategic relationships with 
feeder schools to increase applications and optimise conversion rates. The post 
holder develops data-driven recruitment plans, delivers transition programmes, 
and coordinates engagement events & activities to promote Priestley as the first 
choice sixth form College for students in Warrington and surrounding areas. 

 

Working closely with curriculum managers within college and across TCAT, our 
multi academy trust (The Challenge Academy Trust), and Warrington feeder 
schools, as well as with marketing and admissions, careers guidance, and 
teaching and pastoral support teams. 

 

 

• Build and maintain strong relationships with feeder schools, Careers Advisers, 
Heads of Year, and Subject Staff across Cheshire and Warrington. 

• Develop school-specific recruitment plans using data and intelligence, including 
data sharing agreements with partner schools to achieve targets. 

• Represent the College at feeder school events, including careers fairs, parents' 
evenings, GCSE options events, and TCAT transition hub meetings. 

• Coordinate school visits, assemblies, presentations, college tours and taster 
activities to prospective students. 

• Promote the College's distinctive course pathways, study programmes, 
progression routes and student destination success stories. 

• Work with the Head of Marketing & Communications and TCAT's Stakeholder 
Engagement Officer to develop effective post-16 transition strategies across trust 
schools. 

 
Transition Programme Delivery 

• Plan and deliver a comprehensive post-16 transition programme, including our 
main transition days, and also support the Inclusion Manager to plan timely SEND 
transition events. 

• Develop and maintain transition resources on the college website, and create 
welcome packs, newsletters, and communications. 

• Support students and families through post-16 transition, addressing challenges 
around independent study and Level 3 expectations through hybrid on-campus 
and online experiences. 

 

Data Management & Reporting 

• Receive, process and track transition data from feeder schools, monitoring 
conversion metrics (applications, offers, acceptances, enrolments) by school, 
region and subject. 

• Track participation and conversion rates from engagement activities to measure 
impact, identify trends, and inform future strategies. 

 



 

• Provide regular reports to the Head of Marketing and Communications on liaison 
effectiveness, conversion rates, recruitment performance, and reasons for 
students choosing alternative providers. 
 

Internal Collaboration & Conversion 

• Act as the primary link between feeder schools and college subject staff/faculties, 
forging strong relationships and coordinating subject-specific activities, taster 
events, and communications that meet both school needs and college recruitment 
targets. 

• Collaborate with Marketing & Design, Admissions, and Careers Guidance teams to 
develop targeted promotional materials, optimise the applicant journey, ensure 
consistent messaging, and implement conversion strategies. 

• Develop and deliver targeted parent communications and engagement activities to 
support student decision-making and conversion. 

• Coordinate with the Inclusion Manager and pastoral teams to support vulnerable 
students throughout the applicant journey. 

• Undertake market research at each applicant journey stage to inform conversion 
improvements. 

Other Specific Duties 

• Support the College's Safeguarding Policy, inclusive and aspirational mission, 
ethos and policies, and play an active role in the College community. 

• Continue personal professional development as agreed and comply with the 
College's Health and Safety policy, undertaking risk assessments as appropriate. 

• Work flexibly, including evenings and weekends (parents' evenings, interview 
evenings, open events, transition days) with time off in lieu. 

• Undertake any other duty commensurate with the role as specified by the Head of 
Marketing & Communications or SLT. 

 



 

 

 

 

 

Key: A = Application, I = Interview, R = References, C = Certificates 

 Essential Desirable   Identified by 

 Relevant Experience: 

1. Experience working with young people, ideally in education, youth work, or   
careers guidance 

 ✓ 
A 

  2.  Experience in education, marketing, admissions, or IAG environments  ✓ A 

  3.  Experience in building relationships with external partners and 
stakeholders 

✓  
A 

4.  Experience of delivering presentations to varied audiences (e.g. 
students, parents, teachers) 

✓  
 

5.  Experience of working with data and using insights to inform strategy ✓   

6.  Track record of achieving conversion targets  ✓  

7.  Knowledge of the local post-16 education landscape and feeder 
school networks 

 ✓ 
 

 8.  Understanding of the work of Cheshire & Warrington's Careers Hub,   
Cheshire & Warrington Pledge, and The Careers & Enterprise 
Company 

 ✓ 
 

           Education and Training: 

9. GCSE Math and English minimum grade C/4 or equivalent ✓  A 

 10. Educated to degree level  ✓ A 

11. Level 3 Information, Advice & Guidance qualification (or 
willingness to work towards) 

 ✓ A 

 Knowledge and Abilities: 

12. Excellent interpersonal and communication skills with the ability to 
build relationships across multiple teams and external partners 

✓  A, I 

13. Confident public speaking and presentation skills to varied 
audiences 

✓  A, I 

14. Strong organisational abilities and project management skills ✓  A, I 

15. Data literacy - ability to work with, analyse and interpret recruitment 
data to inform strategy 

✓  A, I 

16. Understanding of student recruitment and conversion principles ✓  A, I 

17. Understanding of the post-16 education landscape and Level 3 
pathways 

 ✓ A, I 

18. Very good IT skills (particularly MS Office) ✓  A, I 

19. Ability to work independently and as part of a team ✓  A, I 

 Personal Qualities: 

20. Enthusiastic, self-motivated and proactive ✓  I, R 

21. Positive attitude with a solution focused approach and a flexible 
approach to work.  

✓  I, R 

22. Reliable and efficient with a professional and diplomatic 
manner. 

✓  I, R 

23. Willing to take responsibility and show initiative. ✓  I, R 

24. A commitment to excellence ✓  I, R 

PERSON SPECIFICATION 
School Partnership & Engagement Officer 



 

 

  

 

 

    

Safeguarding: 

25.Suitable to work with children and young adults and/or vulnerable 
adults 

✓  

DBS Certificate  

26.Willingness to apply for an Enhanced Disclosure and Barring 
Service check or to have a check undertaken against an existing DBS 
Certificate if registered for the DBS Update Service. 

 

✓  

27. Commitment to safeguarding young people ✓  
 



 



  





 



 



 



 


