
 
 
Job Advert Copy – Access, Participation & Outreach Officer 

Backstage Academy is uniquely positioned right at the heart of Production Park, Europe’s leading Live 
Industry destination. We provide the best possible training for the live events sector, with fantastic 
industry links and state-of-the-art production facilities. 

As a privately funded organisation, we bridge the gap between industry and education, working closely 
with leading professionals to respond quickly to current skills shortages and write training programmes 
in line with specific demands. We provide relevant, up-to-date training so that students get a real taste 
for what life is like in the backstage entertainment industry, with a focus on employability. 

At Backstage Academy, you don’t just learn it. You live it.  

The Role 
 
This post has a central role in delivering on our targets as laid out in Backstage Academy’s Access and 
Participation Plan and will have a key role within the Student Experience department. They will be 
responsible for developing and delivering an effective & targeted programme that encourages and 
supports a diverse range of applicants, particularly those from underrepresented and disadvantaged 
backgrounds locally and nationally.  
 
The Access, Participation and Outreach Officer will make a significant contribution to the on-going 
monitoring and evaluation of all aspects of student recruitment and student progress once enrolled. 
Maintaining a supportive role for students once recruited. We also anticipate this role will play some 
part in Open Days, recruitment events and School & College visits. The role will work closely with 
student representatives and the academic, marketing, student support and admissions teams. 
  
We ensure the success of our courses through constant meaningful collaboration with the wider 
creative industries, on Production Park - #Where Live Industry Lives 
 
For more information on Backstage Academy - https://www.backstage-academy.co.uk 
Closing Date for Applications – 09:00 01/09/21 
Interviews will be arranged for early Sept 
 
Benefits of joining the Backstage Academy team: 

• 25 days holiday + Bank Holidays  

• Pension 

• Life Assurance 

• Employee Lunches provided 

• Voluntary Health Cash Plan 

• Employee Assistance Programme (24/7 mental health & wellbeing support, financial advice & 
legal information, childcare support & family issues advice etc.) 

• Free car parking 

• Cycle to work scheme 

• Staff development and training opportunities  



 
 
 

Backstage Academy (Training) Ltd Job Description 
 
POST TITLE: Access, Participation and Outreach Officer (1 
FTE) 

 
REFERENCE: BSA2021 - 64 
 

 

AREA OF WORK: Backstage Academy 
 

 
DATE COMPILED: July 2021 

 
SALARY: £30,000-£36,000 (Subject to experience) 

 
HOURS PER WEEK: 40 Hrs 

 
Probation Period: 10 Months 
 

 
STANDARD WORKING HOURS:  
 

08:30-17:30 Monday - Friday 
(Occasional weekend and evening work will be required) 

 

 
Notice Period: 3 Month 
 

 
START DATE: Sept 2021 
 

 
Holiday Entitlement: 25 days & Bank Holidays 
 

 
END DATE (If applicable): N/A 
 

 
FIXED TERM or PERMANENT CONTRACT: Permanent 
 

 
IMMEDIATE LINE MANAGER: Director of Student Experience 
 

 
DESIGNATION OF ANY STAFF LINE MANAGED BY THE POST HOLDER: N/A 

 
JOB PURPOSE:  
 
This post has a central role in delivering on our key targets as laid out in Backstage Academy’s Access and Participation 
Plan and will have a key role within the Student Experience department. They will be responsible for developing and 
delivering an effective & targeted programme that encourages and supports a diverse range of applicants, particularly 
those from underrepresented and disadvantaged backgrounds locally and nationally.  
 
The Access, Participation and Outreach Officer will make a significant contribution to the on-going monitoring and 
evaluation of all aspects of student recruitment and student progress once enrolled. Maintaining a supportive role for 
students once recruited. We also anticipate this role will play some part in Open Days, recruitment events and School & 
College visits. The role will work closely with student representatives and the academic, marketing, student support and 
admissions teams. 
 

 

PRINCIPAL DUTIES AND RESPONSIBILITIES: 

Within the scope of the above job purpose: 

 

Networks, Research & Resources 

• Engaging in external networks relevant to Evidence and Evaluation in Widening Participation as appropriate, 
sharing good practice and participating in relevant research projects. 

• Developing resources which support research informed practice and evaluation for our Access & Participation 
Plan (APP). This will include producing guidance documents and training to staff to ensure consistency and 
effective practice in our APP evaluation and being responsible for setting up and managing a bank of resources 
regarding ‘what works’ for widening participation student groups. These resources will inform decision making in 
our APP work across the institution.  

 



 
Outreach 

• To assist with the provision of advice and guidance on Open days and recruitment events, providing information 
to applicants about what support is available. 

• Contribute to the institution’s induction and enrolment activities through planning and co-ordinating events or 
strategies to help new students transition into Higher Education. 

• Ensure that all Backstage Academy’s outreach activities are fully evaluated, and that the data produced from 
evaluation is available to feed into the Institution’s Widening Participation strategies/planning. 

 

Evidence & Evaluation 

• Establishing and managing the monitoring of APP initiatives and their subsequent evaluations taking place 
across the Institution. Being responsible for ensuring that records of Institution wide initiatives, their planning 
documentation, evaluation approaches and evaluation reports are conducted as required and centrally collated.  

• Taking a ‘Theory of Change’ approach, being responsible for leading the co-ordination of effective planning for 
our APP initiatives and their subsequent evaluations within departments and teams across the Institution. This 
will involve supporting staff to ensure the required processes are adopted to meet standards set by the Office for 
Students.  

• Leading on APP initiative ‘wrap up workshops’ to investigate the impact and implications of APP initiatives 
across the Institution, to ensure the lessons learnt contribute to a continuous cycle of improvement.  

• Using internal data sets to recognise and interpret trends or patterns in data to assist colleagues across the 
Institution in identifying areas where action is required against our APP targets.  

• Provide advice and guidance to colleagues regarding both qualitative and quantitative evaluation methodologies, 
and their subsequent data analysis to enable them to implement robust and proportionate process and impact 
evaluation methodologies for APP initiatives.  

• Independently designing and conducting appropriate qualitative and quantitative evaluation projects and 
interpreting the results. For example, leading on the annual evaluation of APP financial support to students, as 
required by the Office for Students, to inform senior decision makers.  

• To write evaluative reports on patterns and trends for senior decision makers, to inform the strategic direction of 
our work.  

 
Regulation and compliance 

• To have an understanding of data protection and ethics regarding evaluation and to be able to advise colleagues 
accordingly.  

• In developing data sets and evaluation tools, ensure that there are no breaches in confidentiality and all practice 
is GDPR compliant. 
 

General Duties 

• Demonstrate excellent Customer Care in dealing with all customers/learners  

• Attend internal and external committees and networks as necessary.  

• Any other reasonable duties as required by your line manager or the Senior Leadership Team. 
 

SPECIAL REQUIREMENTS 
The post-holder will be expected to work evenings and weekends when required, with time off in lieu. 
 

 
All staff are expected to comply with Production Park Ltd.’s Health and safety and Equal Opportunities policies in the 
performance of their duties. 
 

 
N.B. The post-holder may be required to undertake any other duties which may reasonably be required as within the 
nature of the duties and responsibilities of the post as defined, subject to the proviso that normally any changes of a 
permanent nature shall be incorporated into the Job Description in specific terms. 
 

 



 
 

 
Backstage Academy (Training) Ltd 

 
Person Specification  

 
Post Title: Access, Participation and Outreach Officer 

 
Reference: BSA2021 - 64 

 
Area of Work: Backstage Academy 

 
Attributes 

 
Essential 

 

 
Desirable 

 
Assessed at Application 

(A) or Interview (I) 

 

Knowledge  
Knowledge of the Access and Participation Plan agenda  
 

X  (A, I) 

Knowledge of the EU’s GDPR and UK’s Data Protection Laws 
for the collection, storage, processing and removal of 
personal data 

X  (A, I) 

Knowledge and understanding of the Higher Education sector 
and student life cycle 

 X (A, I) 

Understanding of the importance of high-quality sources of 
evidence  

X  (A, I) 

Experience 

Experience in adopting Theory of Change approaches to 
initiative design and evaluation  

 X (A, I) 

Experience of working with students from a wide range of 
backgrounds  

 X (A, I) 

Experience of advising on the design, implementation, and 
analysis for surveys, focus groups, interviews and other data 
collection methods for evaluation  

X  (A, I) 

Experience of independently designing, conducting/collecting, 
and analysing evaluation data  

X  (A, I) 

Experience of interpreting evaluative findings from multiple 
sources into recommended actions, to inform practice  
 

X  (A, I) 

Experience of working on complex projects to evaluate 
success and demonstrate the impact of initiatives  
 

X  (A, I) 

Experience of effectively managing competing or evolving 
priorities and tight deadlines  
 

X  (A, I) 

Experience of working in an educational or student support 
environment 

 X (A, I) 

Experience of leading, influencing and managing change  X (A, I) 

Organisational and personal skills 

An ability to provide information to large groups through the 
delivery of presentations and workshops 

X  (A, I) 

High level of accuracy in data entry and an ability to work in a 
team environment and independently when required 

X  (A, I) 

A friendly professional manner and appearance  X  (A, I) 

Excellent verbal and written communication skills. X  (A, I) 

Proactive approach to problem solving.  X  (A, I) 



 
Self-motivated, ambitious and results orientated with an ability 
to thrive under pressure 

X  (A, I) 

Strong interpersonal skills and experience of dealing directly 
with a wide variety of people. 

X  (A, I) 

Flexible approach to working, excellent time management 
skills. 

X  (A, I) 

Excellent IT skills and the ability to learn new systems quickly. X  (A, I) 

Qualifications 

A degree in a relevant discipline, or equivalent professional 
experience 

X  (A) 

Postgraduate qualification with an evaluation/research focus   X (A) 

Full driving license  X (A) 
Existing and up to date DBS or CRB assessment  X (A) 

 
 
This is a description of the role requirements as it is presently constituted.  It is the Academy’s practice 
to periodically review job descriptions to ensure that they accurately reflect the role requirements to be 
performed and if necessary, update to incorporate changes were appropriate.  The review process will 
be conducted by the relevant manager in consultation with the role-holder. 
 
Recruitment – Note to Applicants   

The qualifications, experience and technical skills will be used in the decision-making process for 
recruitment. Please give examples of how you have exhibited these behaviours in your previous role(s). 
It is essential you address the criterion marked as (A) on your application form in the section for 
supporting information.  

Be as specific as possible, we cannot guess or make assumptions, but will assess your application 
solely on the information provided. Try to provide evidence, by examples, where possible, of skills, 
knowledge and experience contained in this person specification. 

 


