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Job title London Outreach Officer 

Department Tutorial 

Reports to (Position Title) Tutor for Admissions and Outreach 

 
This document outlines the output and key accountabilities required of the post holder, as well as skills, 
qualifications and experience needed in order to carry out the role. The post holder may be asked to undertake 
other tasks relevant to the purpose and duties of the role as reasonably required. 
 

Purpose of the role 
 
The Outreach Officer will work with the Tutor for Admissions and Outreach and Schools Liaison Officer to collaborate 
on and implement an ambitious access and outreach programme for Gonville & Caius College (‘Caius’) that helps the 
College to attract more applicants from under-represented groups at Caius and Cambridge, and to raise aspirations 
with regard to higher education more broadly. The post-holder will be based in one of the College’s Link Areas in 
London (Barnet, Bexley, Bromley, Greenwich, Lewisham, Newham, Waltham Forest), working remotely to Cambridge 
(from home and in schools), but will be expected to attend in-person meetings in College and at the University on a 
regular basis. The post-holder will report to the Tutor for Admissions and Outreach.  
 

Job Description 

Background information 

Based at Home based (in or very close to one of the College’s London Link Areas). Regular trips to Gonville & 
Caius College, Trinity Street, Cambridge.   

Hours of work 37.5 hours per week  

Qualifications Degree Level or equivalent; experience teaching in a UK state school (2+ years) or extensive 
experience in the outreach sector (3+ years) 

Skills • A thorough understanding of secondary education provision in the UK  

• Good listening, communication (verbal and written), interpersonal and presentation skills 

• Able to demonstrate a good standard of computer literacy with experience of Microsoft Word, 
Excel, PowerPoint, email and databases  

• Ability to interact with a wide variety of people 

• Enjoyment of working with, and ability to establish rapport with, young people and teaching 
staff 

• Ability to work unsupervised and to take initiative  

• Ability to work as part of a team, both remotely and in person 

• Able to demonstrate a high level of literacy, with the ability to compose and edit lengthy 
documents for a range of audiences 

• Able to demonstrate a basic knowledge of desktop publishing software 

• Able to demonstrate a basic knowledge of website content management system software  

• Able to demonstrate a basic knowledge of social networking media including Facebook, Twitter, 
Instagram 

• Experience of running events is desirable 

Work 
experience 

• Experience of teaching in a UK school (2+ years) or extensive experience in the outreach sector 
(3+ years) essential 

• Working with school-age children 

• Working with members of minorities and disadvantaged groups 

https://www.cai.cam.ac.uk/caius-link-areas
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 Main duties and responsibilities 
 

Time / 
Frequency 

1. 
Duties 

• To work with schools, pupils, teachers, parents, Councils and third-sector partners in 
the College’s London Link Areas (and where agreed more widely in London, in 
collaboration with other colleges and the Cambridge Admissions Office) in order to 
raise aspirations about selective Higher Education, and where relevant, Cambridge and 
Caius in particular 

• To raise the profile of the College through access initiatives, student-focused 
publications and more general student recruitment activities 

• To collaborate on online outreach sessions for students across the UK  

• To work with the Tutor for Admissions and Outreach on creating and maintaining well-
populated online access platforms 

• To increase the numbers of high quality applicants from the College’s access 
programme  

Daily  
 
 
 
 
Daily  
 
As required 
Daily  
 
Daily  
 

2.  
General 
scope 
 

• To work with schools in the Caius London Link Areas (Barnet, Bexley, Bromley, 
Greenwich, Lewisham, Newham, and Waltham Forest), and more widely through 
generally available online platforms 

• To undertake regular travel to visit London Link Area schools to give talks and run 
workshops with students, parents and teachers, developing a thorough understanding 
of the issues and barriers present for students in these areas when thinking about 
higher education and Cambridge specifically, and how to overcome them 

• To liaise with the Tutor for Admissions and Outreach to implement initiatives for 
attracting viable applicants from all types of state-maintained schools and especially 
those with no recent experience of sending students to Cambridge 

• To maintain an up-to-date database of school contacts in London and to keep the 
College’s information on the Higher Education Access Tracker up to date 

• To assist the Tutor for Admissions and Outreach in organising and running the College’s 
Open Days (online and/or in person), admissions workshops and other relevant events 

• To keep in regular contact with the Caius Student Union Access Officer 

• To keep in regular contact with the outreach and recruitment teams in the Cambridge 
Admissions Office (CAO) and the University’s Access Press Officer, to join the network 
of Schools Liaison Officers in Cambridge and to attend official meetings of the 
University Schools Liaison Officers’ Group 

• To liaise with and advise the admissions team and heads of subject (Directors of 
Studies) in Caius on opportunities to promote their subjects within the overall aim of 
raising the College’s profile and increasing numbers of good quality applicants from less 
represented backgrounds 

• To assist in preparing admissions news features for the College website in conjunction 
with the Head of Communications  

• To assist College officers in other duties which are compatible with the role of London 
outreach officer 

• To help to maintain a strong presence on a variety of social media platforms on behalf 
of the College 

• To liaise with a team of undergraduate student ambassadors 

Daily  
 
 
As required 
 
 
 
Weekly 
 
 
Daily  
 
As required 
 
Weekly 
 
Weekly 
 
 
As required 
 
 
 
Weekly 
 
On-going 
 
Weekly 
 
Weekly 

• Some knowledge of the courses and style of teaching offered at the University of Cambridge, as 
well as of the admissions procedures of the University and its Colleges may be desirable but by 
no means essential and can be taught 

• Knowledge and experience of one or more of the target London boroughs is desirable 
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• To undertake travel to and from Cambridge to attend meetings in-person as required 
by the Tutor for Admissions and Outreach To undertake such other duties as may 
reasonably be required in this post 

Monthly/As 
required 

 
Further Information relevant to the role 

 
Additional role requirements Yes No 

DBS check X  

Lone working X  

Training requirements   

Fire safety X  

Health & Safety X  

Data Protection X  

Equality & Diversity X  

The Prevent Duty X  

Understanding Unconscious Bias X  

Cyber security X  

Dignity at work X  

Anti-bribery and corruption X  

Microsoft Office X  

Camsis (student information database) X  

Mental Health Awareness X  

 
Team Responsibilities 

• Participate in team meetings when required. 

• Share ideas for improvements.  

• Help other employees when you have spare capacity or time.  

• Help cover staffing shortfalls when required. 
 

This role profile outlines the duties required at the current time to indicate the level of responsibility. It is not intended to be a 

comprehensive or exhaustive list and may be varied by the College management to include other reasonable requests which are 

up to the same skill level, and of the same type, already undertaken and which do not change the general character of the job 

or the overall level of responsibility. 

Health and Safety 

All employees must adopt a responsible attitude towards health and safety and to comply with any 
procedures as required by the College in order to ensure the health and safety of themselves, their 
colleagues and any other persons that may be affected by their actions.  They must be prepared to 
undertake any training provided in relation to health and safety or which is identified as necessary in 
relation to their work.  
 
Continuous Professional Development 
Caius is supportive of Continuous Professional Development and the opportunity for training and 
development will be provided. 
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Job Title: London Outreach Officer 
 
Department:  Tutorial 
 

 Criteria Essential 
/Desirable 

Assessment 
Method: 
A = Application 
I = Interview 
T = Test 

Qualifications 
and Training 

• Degree level or equivalent 

• Experience of teaching in a UK maintained school 
(2+ years) or extensive experience in the outreach 
sector (3+ years) 

• Experience of University and/or College 
environment  

 

Essential 
Essential  
 
 
Desirable 

A 
A, I 
 
 
A, I 

Knowledge, Skills 
& Proven abilities 

• A thorough understanding of secondary education 
provision in the UK, achieved through first-hand 
experience or extensive work with schools 

• Able to demonstrate good listening, 
communication (verbal and written), 
interpersonal and presentation skills 

• Able to demonstrate good computer literacy with 
experience of Microsoft Word, Excel, PowerPoint 
and databases  

• Able to demonstrate a high level of literacy and 
the ability to compose and edit lengthy pieces of 
prose for a range of audiences 

• Knowledge of the courses and style of teaching 
offered at the University of Cambridge, as well as 
of the admissions procedures of the University 
and its College 

 

Essential 
 
 
Essential 
 
 
Essential 
 
 
Essential 
 
 
Desirable 

I, T 
 
 
A, I, T 
 
 
I, T 
 
 
A, T 
 
 
A, I 
 
 
 

Behaviours • Ability to negotiate and interact with a wide variety 
of people  

• Enjoyment of working with, and ability to establish 
rapport with, young people and teaching staff 

• Ability to work unsupervised and to take the 
initiative  

• Ability to work as part of a team  

Essential 
 
Essential 
 
Essential 
 
Essential 
 
 
 

I, T 
 
I, T 
 
I, T 
 
I, T 
 

 
[End] 

Person Specification 


