2

[image: image1.png]UNIVERSITY OF

OXFORD




UAO Outreach Ambassador Job Description
Overview of the role
The university's central Undergraduate Admissions and Outreach department (UAO) is seeking to recruit a number of student ambassadors to support in the delivery of outreach events. The department has a number of programmes which aim to:

· Raise aspirations, attainment and progression rates into Higher Education, and to increase the application and offer rates from under-represented target groups.
· Support potential applicants, their parents, teachers and other advisors, across the UK and overseas.

· Offer information, advice and guidance for prospective applicants, their teachers, parents and other advisers.

Student Ambassadors play a key role in the running of many of our Outreach projects, both in Oxford and elsewhere. An Ambassador’s individual duties will depend on the event in which the student is taking part; full training is required and provided to become a UAO Ambassador and further briefings will be given for specific events you apply for.
We are looking to recruit ambassadors from a wide range of backgrounds and subjects who are passionate about widening access to higher education. You will have a direct impact on the students, teachers and parents we work with. Ambassadors must be current students and they should enjoy meeting new people and be enthusiastic about their subject and the University. You really can influence a prospective student to apply here with your knowledge and experiences.
Responsibilities/Duties
· To act as role model to prospective students of the University

· To communicate effectively and clearly to students and teaching staff, in a professional manner at all times, reflecting guidance provided in training. 
· To follow health and safety, risk assessment and safeguarding children procedures (which will be supplied as part of training) and record and report incidents appropriately. 

· To be reliable and punctual, and to arrive to each event or meeting in good time.

· To keep confidential information about participants secure at all times.
· To perform all other duties as requested by line manager/event coordinator. 

· To adhere to university policy regarding CMA (Competition and Markets Authority).
· To support, on occasion, staff in the UAO office to prepare and pack for events. 
Person Specification 
Essential Criteria

· Current student (undergraduate or postgraduate) of the University of Oxford
.

· Interest in widening access work.

· Experience of working with young people aged 11 – 17.

· Confident verbal communicator, with the ability to enthuse and engage audiences.
· Well organised and punctual.

· Ability to work consistently under pressure.

· Excellent problem solving skills in practical situations.

· Demonstrable capacity to work effectively as part of a team
Desirable Criteria

· Experience of working in an ambassadorial role for the University, one of its constituent colleges or departments (for example, on an Open Day).

· Former participant of a University Outreach programme, e.g. UNIQ, Target Oxbridge. 
Please note, additional selection criteria and an assessment centre will be required for anyone wishing to work on a residential programme. These assessment centres will be held in Hilary Term 2021.
Pay and benefits
Paid and unpaid opportunities will be offered to UAO Ambassadors. The rate of pay will be dependent on the event/activity. The current base rate is 3.1 on the universities casual pay spine (this figure is exclusive of 12.07% holiday pay).
Food and refreshments will be made available to ambassadors at events and a uniform will be supplied where necessary.
Training
If you are successful in securing employment you will be asked to attend training sessions. Training is compulsory and will cover aspects of your role that we need to make sure you are compliant in (safeguarding, CMA guidance, etc). Training is made up of 2 components:
1. Online Canvas course covering core UAO Ambassador training

2. In person training covering skills

HOW TO APPLY

To apply for this position, please complete the online application form available at https://www.ox.ac.uk/admissions/undergraduate/uao-student-ambassador-application-form?wssl=1
Only applications submitted through this form will be accepted, please do not send applications directly to us. 
Applications are open from 00:01 on Thursday 6th October and will close at 23:59 on Sunday 6th November. Please note that no late applications will be accepted.

We will contact all applicants by email in late November. We will send this email to the address you have provided in your online application, so please make sure that you check this email regularly and that it is correct. We recommend you use your university email address.
We will require to see any right to work documentation. However due to the current issues associated with a global pandemic we will update you before training on how best to show us any documentation. If you are unsure what you need to bring, please check here: http://www.admin.ox.ac.uk/personnel/recruit/preempcheck/compulsorychecks/righttowork/
EQUAL OPPORTUNITIES

The policy and practice of the University of Oxford require that all staff are afforded equal opportunities within employment. Entry into employment with the University and progression within employment will be determined only by personal merit and the application of criteria which are related to the duties of each particular post and the relevant salary structure. In all cases, ability to perform the job will be the primary consideration. Subject to statutory provisions, no applicant or member of staff will be treated less favourably than another because of his or her gender, marital or civil partnership status, sexual orientation, religion or belief, racial group, school or home background, age or disability.

Following your application you may be required to fill in an Equal Opportunities Monitoring Form. This will not affect your application.

DATA PROTECTION

All data supplied by applicants will be used only for the purposes of determining their suitability for the post, and will be held in accordance with the principles of the Data Protection Act 1998 and the University's Data Protection Policy https://compliance.admin.ox.ac.uk/data-protection-policy  
If you are unsuccessful in your application, then your data will be retained for no longer than 26 months. This complies with the University’s policy on applicant privacy 

If your application is successful we may share your data with other Oxford colleges and/or departments. If you would prefer us not to, please indicate this on your application form. 


DBS DISCLOSURES, CODE OF CONDUCT, SOCIAL NETWORKING POLICY & REFERENCES
Please note that appointment is subject to an Enhanced DBS Disclosure undertaken within the last 3 years, agreement to our code of conduct and social networking policy and receipt of a satisfactory academic reference from your Senior Tutor. If you have already been issued a DBS certificate to work with the department within the last three years you must be able to produce it if you are offered a position.  If you have lost the certificate you will need to pay the cost of a new application (around £50). 
If you have any questions, please contact the Ambassadors team at ambassadors@admin.ox.ac.uk 

� With undergraduate experience at the University of Oxford where an applicant is a postgraduate





