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University

MU Services Limited
JOB DESCRIPTION

Job Title: Placement and Opportunities Manager

Ref No: ESE44

Campus: Hendon

Service: Education and Student Experience

Grade: Grade 8

Salary: £51,569 per annum rising to £59,282 incrementally each year
inclusive of Outer London Weighting

Hours: 35.5 hours per week. Actual daily hours by arrangement

Period: Permanent

Reporting to: Head of Careers and Futures

Reporting to

Job Holder: Social Mobility Manager

PPSU Team
Placement and Work Experience Consultants

Overall Purpose

Lead the end-to-end strategy, quality assurance, and delivery of the University’s placement and
experiential learning portfolio—including professional programme placements (e.g., Health,
Social Work, Education, Engineering, Business), wider placements and paid internships, and
outbound/inbound mobility (e.g., Turing Scheme, Erasmus+, bilateral exchanges). The role
ensures regulatory and professional compliance, high-quality student experience, strong
employer partnerships, and demonstrable impact on student success and graduate outcomes.

Principal Duties
Strategy, Policy & Governance:
¢ Develop and own a multi-year Placements & Mobility Strategy, aligned to the Education
Strategy and Graduate Outcomes KPls.
o Author policies/SOPs for placements, internships, and mobility (eligibility, risk,
supervision, safeguarding, reasonable adjustments, and complaints/appeals).
e Provide high-quality reports and insights to institutional committees (e.g., Education
Committee, Quality Committee, Health & Safety) and external auditors/funders.
e Horizon-scan external policy, visa/immigration, health & safety, and funding changes
(e.g., Turing Scheme calls, Erasmus+ opportunities), advising senior leadership on
implications and opportunities.

Operational Leadership & Service Excellence:

¢ Lead the end-to-end placement lifecycle: employer engagement, opportunity curation,
student preparation, matching/approval, risk assessment, agreements, monitoring, and
evaluation.

e Oversee professional programme placements in collaboration with Faculties and
Practice Learning Leads, ensuring PSRB/professional body compliance (e.g., NMC,
HCPC, Social Work England, QTS/ITE).

e Manage the wider placements and internships offer (credit-bearing and
co/extra-curricular), including sandwich years, micro-placements, and short internships.

¢ Direct the mobility portfolio: Turing/Erasmus+ bidding, allocations, inter-institutional
agreements, learning agreements, stipends, insurance, welfare, and reintegration.



¢ Own business processes and digital systems (CRM, placement management platforms,
e-signed agreements, dashboards); drive continuous improvement and user-centred
design.

Quality, Risk & Compliance:

¢ Maintain robust frameworks for health & safety, risk assessments, safeguarding, ethics,
data protection (GDPR), UKVI compliance, and fithess to practice where applicable.

o Ensure accurate records, audit trails, and timely returns to funders, professional bodies,
and statutory agencies.

¢ Coordinate incident management and post-incident reviews; ensure learning is
embedded.

e Ensure accessibility and inclusive practice across all offers, removing barriers for
under-represented groups.

Partnerships & Employer Engagement:

e Build and steward a diverse employer network across sectors and geographies,
including SMEs, public/third sector, NHS trusts, schools, and global partners.

¢ Negotiate and manage legal agreements/MoUs, placement learning agreements, and
service-level expectations.

e Collaborate with Procurement, Legal, Insurance and H&S on due diligence of hosts
(domestic and overseas).

¢ Champion fair, ethical recruitment and paid opportunities wherever feasible.

Student Preparation, Support & Experience:

¢ Ensure high-quality pre-placement preparation (professional skills, safeguarding, cultural
readiness, risk awareness, visa guidance, finance/funding literacy).

e Opversee inclusive advertising and matching processes, interview support, and
reasonable adjustments.

¢ Provide on-placement support and triage (welfare, conflict resolution, performance
concerns) with clear escalation pathways.

e Embed reflection and assessment (where credit-bearing), recognition of experiential
learning (HEAR/badges), and reintegration activities post-placement.

People, Finance & Performance:

e Lead, motivate, and develop a high-performing team with clear objectives, workload
planning, and CPD.

¢ Manage budgets (Turing/Erasmus+ grants, hardship/flex funds, operational budgets);
ensure value-for-money and compliance with procurement/claims.

e Define and track KPIs (participation, diversity, satisfaction, completion, incident rates,
host quality, graduate outcomes); publish regular dashboards and insights.

e Commission evaluations and impact studies evidencing outcomes (skills development,
attainment, employability, civic/industry engagement).

The postholder should actively follow Middlesex University policies and procedures and
maintain an awareness and observation of Fire and Health & Safety Regulations.
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PERSON SPECIFICATION

Job Title: Placement and Opportunities Manager

Your supporting statement on your application form will be assessed to see how you meet
each of the following selection criteria.

SELECTION CRITERIA:

Education/Qualifications
Essential:
* Educated to degree level or significant demonstrable equivalent experience in a
higher education role.

Desirable:
* Postgraduate qualification

Experience
Essential:

» Significant experience (typically 5+ years) leading placements/employability or
mobility in HE or a complex, regulated environment.

* Proven leadership of professional programme placements with PSRB or
clinical/regulated settings.

» Track record in partner/employer development, contracting, and complex stakeholder
management.

« Demonstrable experience of quality, risk, and compliance (H&S, safeguarding,
GDPR, UKVI).

» Budget ownership and successful delivery of externally funded programmes (e.g.,
Turing/Erasmus+).

+ Designing and improving student-facing services and digital workflows at scale.

* Managing teams through change and delivering against ambitious KPIs.

Knowledge/Skills
Essential:
» Expert understanding of placement pedagogy, work-integrated learning, and
international mobility frameworks.

» Strong grasp of PSRB requirements, UK HE policy, and student visa/immigration
considerations.

* Advanced skills in risk assessment, incident management, and business continuity
planning.

» Excellent negotiation, influencing, and partnership-building skills across sectors and
cultures.

+ Data-literate with ability to create insightful dashboards and make evidence-based
decisions.



* Clear, audience-appropriate communication (reports, committee papers, guidance,
training).

* Competence with learning design frameworks (e.g., UDL, ABC learning design) and
curriculum mapping.

* Experience with accessibility standards (e.g., WCAG) and accessible content
authoring.
* Ability to design short, high-impact online micro-learning units.

* Demonstrable skills and behaviours in line with the Middlesex Graduate
Competencies we seek to develop in our students.

Equality Diversity and Inclusion
Essential:
* Demonstrable commitment to fairness and the principles of equality and inclusion.
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TERMS AND CONDITIONS

Diversity

We value diversity and strive to create a fairer, more equitable work environment for our staff
and students. We offer a range of family friendly, inclusive employment policies, flexible
working arrangements, staff diversity networks, campus facilities and services to support
staff from different backgrounds.

Flexibility

Please note that given the need for flexibility in order to meet the changing requirements of
the University, the duties and location of this post and the role of the post-holder may be
changed after consultation. The balance of duties may vary over time and will be reviewed
as part of the appraisal process.

MU Services Limited

Middlesex University has established a wholly owned subsidiary, MU Services Limited, to
provide professional services to the University. Staff of MU Services Limited will work
alongside Middlesex University staff. All University professional services staff job descriptions,
policies and procedures and the University Professional Services Staff Handbook will apply to
both Middlesex University staff and MU Services Limited staff during their employment, unless
where expressly stated otherwise. Staff will remain with their current employer, unless they
move to an academic or academic related role.

Annual Leave
30 days per annum plus eight Bank Holidays and seven University Days taken at Christmas
(pro rata for part-time staff) which may need to be taken as time off in lieu.

Travel to Hendon Campus
We offer an interest-free season ticket loan, interest-free motorbike loan, a cycle to work
scheme and bicycle and motorbike parking and changing facilities.

Public Transport
Our Hendon Campus is well served by public transport with buses, London Underground and

British Rail services all within a short walk of the campus. You can get detailed journey
information from TfL (www.tfl.gov.uk) and have a look at our directions and location map to
help plan your travel: http://www.mdx.ac.uk/aboutus/Location/hendon/directions/index.aspx

Parking
There are currently Regular Parking Permits and Pre-Paid Parking options available to new

joiners. Further details are available on the Travel and Transport page on the staff intranet.
Please note if the number of applications becomes oversubscribed these parking options
could be withdrawn at any point.

Parking for Disabled Staff

Staff and visitors with their own current blue badge have access to free parking on
campus. All blue badge holders should present a copy of their blue badge to the security
office in the Quad. Holders will be given car park access up to the date of expiry of their
blue badge.



http://www.tfl.gov.uk/
http://www.tfl.gov.uk/
https://www.mdx.ac.uk/get-in-touch/directions-london
http://www.mdx.ac.uk/aboutus/Location/hendon/directions/index.aspx

What Happens Next?
If you wish to apply for this post please return to the portal and click on Apply Online.

If you wish to discuss the job in further detail please contact Jack Tims, Head of Careers and
Futures, by email on j.tims@mdx.ac.uk
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