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Job Description

	Job Specifics 
	

	Job Title
	Engagement Coordinator

	Reports to
	Engagement Manager

	Location
	South East England (Home Based)

	Department
	Government 



	About the Role 
	

	Role overview
	The Engagement Coordinator provides structured administrative, operational, and logistical support to ensure smooth delivery of education, skills, or community programmes. They support project planning, communications, event coordination, and reporting, ensuring delivery aligns to milestones, KPIs and quality standards.
This role suits someone who is detail‑focused, highly organised, and confident working with multiple stakeholders.

	Key responsibilities
	Administration & Coordination
· Support day‑to‑day programme operations, scheduling and delivery across schools, partners, and internal teams.
· Manage calendars, delivery timelines, meeting coordination, and logistical arrangements.
· Maintain accurate documentation, records, and reporting information.
Stakeholder Support
· Act as a first point of contact for schools, teachers, industry partners, and internal teams.
· Provide clear and timely guidance to support participation and programme engagement.
· Help resolve queries and escalate issues appropriately.
Event & Activity Delivery
· Coordinate workshops, events, webinars, training sessions, and school activities, including planning and communications.
· Support the Engagement Manager in the delivery of assessment centres, coordinating assessor availability, managing evidence submissions, preparing materials, and ensuring all processes run smoothly and on time.
· Prepare event materials, brief speakers, manage attendee lists and support on‑the‑day operations.
· Collect and record feedback and attendance data.
Monitoring, Reporting & Data Management
· Track engagement activity, participation numbers, and KPI progress.
· Update dashboards, systems, and reporting templates to ensure data accuracy.
· Support analysis of engagement trends and contribute to continuous improvement.
Communications Support
· Draft communications for teachers, senior leaders, partners, and internal stakeholders.
· Support the creation of newsletters, guidance documents, promotional materials, and follow‑up messaging.
Compliance & Safeguarding
· Ensure adherence to safeguarding, data‑protection and accessibility requirements.
· Manage consent, data handling and risk‑assessment processes as required.

	Experience
	Essential
· Experience in project coordination, administration, or programme support roles.
· Strong organisational and time‑management skills, with the ability to manage competing priorities.
· Excellent written and verbal communication skills with high attention to detail.
· Confident using digital tools, spreadsheets, CRM systems, and data‑tracking platforms.
· Ability to work to KPIs, deadlines and structured reporting cycles.
· Problem‑solving mindset and proactive approach to tasks.
Desirable
· Experience supporting education, youth engagement, or community programmes.
· Understanding of event management and coordination.
· Familiarity with safeguarding, data protection or working with young people.

	KPIs and SLAs
	· Provides operational support to ensure KPI delivery by coordinating events, communications, scheduling, and stakeholder follow‑up in line with performance expectations.
· Maintains up‑to‑date dashboards, participation logs, and activity records to support accurate KPI monitoring and reporting.

	Key working relationships
	Internal
· Programme Manager for task prioritisation, progress updates, and delivery alignment
· Engagement Manager to support stakeholder engagement activity and KPI delivery
· Marketing & Communications for distributing information, updates, and event promotion
· Data & Reporting Teams to ensure accurate KPI dashboards, logs, and documentation
· Safeguarding & Compliance to follow required processes in school and event delivery
· Finance/Admin Teams for procurement, scheduling, and operational coordination
External
· Customer stakeholders, teachers, school/college administrators, and operational contacts
· Event contributors including facilitators, volunteers, and guest speakers
· Industry partners and universities supporting events or workshops
· Community organisations involved in programme activity
· External delivery partners contributing to content or engagement

	Qualifications
	· Educated to degree level (any discipline) or able to demonstrate relevant experience in administration, coordination, project support or customer‑facing roles. 
· Equivalent experience in place of formal qualifications will be considered where strong organisational and coordination skills are evidenced.

	Additional Information
	· Must be willing to undertake an enhanced DBS check and/or security clearance appropriate to the level of the role, in line with organisational safeguarding and compliance requirements.
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