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	Job Title
	Opportunities Coordinator (Inclusion & Community)
	Effective Date
	Mon 14th Sept 2026 

	
Grade 
	B

	Department
	Opportunities 



	Main Purpose and Key Service Delivery

	To lead the development of inclusive and welcoming student communities by supporting student leaders and groups to remove barriers to participation and embed inclusive practice . The role will broaden access to student opportunities through  funding programmes, targeted initiatives and practical support, while developing partnerships that connects student groups with charities, organisations and the wider community. Through this work, the role will strengthen students’ sense of belonging to the university and the wider city and increase the positive community impact of student-led activity. 




	Summary of Duties and Responsibilities

	· Coordinate the delivery of the Activities Access Fund, including administration of the fund, liaison with the funder and completion of required monitoring and reporting.
· Prepare evaluation reports and undertake ongoing monitoring across NUSU’s Access & Participation programmes, using findings to support continuous improvement and meet the University’s Access and Participation Plan requirements.
· Coordinate the delivery of the Disability Inclusion Fund and Inclusion Award.
· Design and deliver training for Sports Clubs and Societies on Equality, Diversity & Inclusion to help them become more inclusive and align to NUSU’s values.
· Support student group principal committees in setting up and running of their Club/Society with a focus on enhancing inclusivity.
· Develop links with local charities and organisations and organise project-based volunteering opportunities for student groups. 
· Line manage the Opportunities Assistant (Inclusion), overseeing their administration and delivery of the Activities Access Fund.
· Lead the Student Group Volunteering programme, including coordinating delivery through the Opportunities Team Members and managing relationships with community organisations receiving items created by student groups.
· Support Club & Societies in their volunteering and fundraising objectives, collating and recording their community impact. 
· Provide a point of contact for Club and Society related queries. Lead on relationship building with Club & Society Social Secretaries. 
· Lead the appropriate programme, events and volunteering budgets, including any restricted funding from the university or external funders. 
· Coordinate funding relationships, including researching and drafting project evaluations and reports. Collate and analyse engagement and performance data relating to EDI, demographics, widening participation and under-represented groups
· Work with NUSU’s Marketing & Communications department on the delivery of promotional materials and marketing plans for all aspects of the above projects.
· Coordinate the annual submission of Higher Education Achievement Report (HEAR) records on behalf of student groups. 
· Deputise for the Opportunities Coordinator (Student Engagement)
· Assist the Head of Opportunities in working to service standards and adhering to and developing best practice. 
· Support student skill development through the application of the University’s Skills & Attributes Framework on extra-curricular activity.  
· Ensure safe working practices and a safe working environment by complying with statutory legislation and NUSU’s health and safety policies and procedures.
· Promote and implement NUSU’s Equality & Diversity Policy in all aspects of employment and service delivery.

This job description has been written to reflect the organisation’s job evaluation framework and aligns with relevant criteria.



	Stakeholders and Networks

	Build and maintain strong working relationships with students, student groups and University Student Success Team and external charities and companies.

Work closely with colleagues in the Opportunities Team and wider organisation. 




	Impact of the Role

	· For colleagues be friendly and supportive to all colleagues, support them to achieve their objectives and positively contribute the wider Students’ Union culture. 
· For senior leaders: Projects will run within budget, on time and in line NUSU’s Health and Safety policies and processes. 
· For the organisation: You’ll ensure that volunteering projects and accessibility funds are managed appropriately and to the satisfaction of our partners.. 
· For students: support student groups to deliver their EDI aims and build connections with the wider community and support individuals to participate in student opportunities through financial support. 





	Person Specification
About you

	
Experience and Knowledge:
· A good understanding of volunteering and/or activities development
· Practical experience of inclusive programme design
· Knowledge of inclusivity and equality legislation and policy
· Experience of managing budget and/or funding programmes 
· Experience of working with community organisations
· Experience delivering training or supporting organisational change
· Educated to A Level or equivalent with experience of organising programmes or events. 

Skills and Attributes:
· Experience of writing reports 
· Excellent organisational and communication skills 

Values and Ethics:
· Committed to creating an inclusive and welcoming environment for all.
· Acts with integrity and professionalism and treats others with respect.
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