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Job Title	Outreach Manager [Region] 

Department		Marketing

Location		Home and office based

Contract type		Full time and permanent	

Reporting to		Head of Outreach Operations


Job Purpose

You will be instrumental in supporting the delivery of BPP’s Outreach Strategy, with a particular focus on the region for which you are responsible. Working closely with the rest of the Outreach and Marketing teams, you will play a pivotal role in the planning, co-ordination and delivery of engaging in-person and online experiences for prospective BPP students to drive conversion and business growth. This role will require travel to external events, as well as occasional evening or weekend work to support some of those events. 


Key Responsibilities:

Event Strategy & Planning
· Develop and implement a local events calendar for your region aligned with the university’s outreach priorities and support the Outreach team’s national and online events.
· Collaborate with faculty to scope, design, and deliver impactful events.

Event Delivery
· Manage all aspects of in-person event logistics including, staffing, and where relevant, venue/room booking, catering, guest management and health & safety compliance.
· Manage all aspects of online events from setting up and staffing the event on the relevant platform to supporting the delivery of the same.
· Oversee event budgets, ensuring cost-effective delivery and value for money.
· Lead on-site and online event coordination and troubleshooting during events.
· Attend careers fairs and other external events engaging with prospective students
· Deliver Outreach sessions which do not require to be delivered by faculty.




Stakeholder Engagement
· Act as the main point of contact in your region for internal and external stakeholders, such as faculty and university societies, including sponsorship of the same in accordance with the Outreach team’s sponsorship protocol.
· Train and manage the team of campus ambassadors in your region to drive attendees to our events.
· Support high-profile guest management, including holding pre-meets and preparing briefing materials.

Marketing & Communications
· Support the Outreach and Marketing teams to promote events through campus ambassadors, students university societies and other external stakeholders.
· Ensure consistent branding and messaging across all event materials.

Evaluation & Reporting
· Collect feedback and data to evaluate event success and inform future planning.
· Produce post-event reports and recommendations for continuous improvement.

Knowledge, skills and experience 

Essential:
· Exceptional communication skills 
· Ability to multitask and manage multiple projects, delivering on time and within budget.
·     Experience of building strong relationships with internal and external stakeholders.
·     Proven experience in managing events.
· Commercially driven, results orientated, with analytical thinking.
· Ability to adapt and respond strategically in a dynamic environment.
· Ability to present information and workshops to small and large audiences.
· Demonstrate integrity, credibility and composure under pressure.
· Ability to work under pressure and manage multiple priorities.

Desirable:
· Experience working with a variety of stakeholders and/or in a university environment.
· Knowledge of health & safety and risk management in events.

Pre-employment Checks 
· DBS 
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