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Education Officer  
 

Reporting to: Head of Education 
 

Reports: None 

 

Position: Full time  
 

 

Role 

 
To work with schools and teachers to promote sustainable engagement with Techniquest’s 

programmes for schools towards targets agreed with funders. 

 

To manage all aspects of the administration and evaluation of special projects that will include the 
Nuffield Research Placement Programme and Stem Learning Ltd contracts as a minimum. 

 

To work with employers to ensure their sustainable involvement in Techniquest’s outreach 

programmes and special projects. 
 

To support the Operations and Fundraising functions 

 

Responsibilities 
 

To proactively contact schools to ensure that schools engage effectively with our programmes. 

 

To work with Marketing to identify and plan marketing strategies for schools. To suggest 
projects/programmes that can be used by Marketing to optimise Techniquest’s profile with 

schools. 

 

To develop effective communication processes with targeted schools in priority areas and member 
schools to promote Techniquest’s educational programmes.  

 

To report current status against targets so that works can be reprioritised if appropriate. 

 
Deliver quantitative reports in respect of teacher/school participation outlining successes and 

identifying challenges. 

 

To research teachers’ opinions and feedback on Techniquest’s services and use this to inform 
teacher liaison requirements. To organise Teacher Focus Groups for both primary and secondary 

teachers. 

 

To support the production of funding bids in partnership with Fundraising Officer. 
 

To monitor funder delivery targets and report to the Head of Education. 

 

To provide evidence for all funder associated evaluation reports. 
 

To sustain productive partnerships with employers, encouraging their engagement in 

Techniquest’s programmes.  

 
To assist in the training of employers to ensure their effectiveness in the classroom. 

 

To liaise with employers to plan and confirm school visits. 

 
To be responsible for the administrative support for the Nuffield Research placement programme. 

Dealing with student/provider/parent enquiries. Ensuring that all information is on the Nuffield 

system within prescribed deadlines for efficient payments to be made to students and to 

Techniquest.  
 

To be responsible for the administrative support for the STEM Learning contract in respect of CPD 

and STEM Ambassador Hub. Dealing with teacher enquiries and ensuring that teachers comply 

with the reporting requirements. Completing post course evaluation reports. 
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To remain familiar with processes and procedures required by Nuffield, STEM and other special 
projects. To attend training as and when required provided to ensure high levels of competence in 

respect of contractor’s operational processes. 

 

To assist in marketing, organising and operationally managing Conferences/associated Project 
events e.g Nuffield Celebration Event 

 

To be responsible for marketing special projects to schools and all associated organisation of the 

projects. To manage the logistics of projects. 
 

To manage special project bookings and ensure they are added to the Techniquest booking 

system. 

 
To ensure that work is effectively recorded and reported on databases used for project 

management 

  

Supporting duties 
 

To support the Head of Education in planning school in reach and outreach delivery targets as 

required by funders, making suggestions for the most effective marketing strategies.  

 
To ensure the CRM system is updated with contacts within primary and secondary schools and 

employer contacts. 

 

To update on bookings as requested and in the format required, and to alert of any shortfall in 
expected bookings in a timely manner.   

 

To always work within the Techniquest Values and Behaviours Framework and embrace our 

Values of Excellent, Inspirational, Inclusive, Collaborative, Empowering and Innovative. 
 

To carry out other duties as required from time to time commensurate with the role.  

 

Personal specification 
 

Qualifications 

 

Good standard of education to include Mathematics and English GCSE. 
 

Experience 

 

Experience of working within, or closely with, the formal education sector is essential. 
Experience of working with employers is desirable. 

 

Skills, Knowledge and Abilities 

 
A high standard of verbal and written communication skills. 

Ability to work with a range of stakeholders. 

Excellent teamworking skills 

Excellent IT skills including Microsoft Suite. 
Ability to work under own initiative. 

A tactful manner. 

Excellent organisational skills, accurate and reliable.  

Self-motivated and confident. 
Welsh speaker desirable. 


