
 
 

 

Job Description  
 

Job Title: Head of Education Outreach 

Salary: c£35K per annum 

Responsible to: Director of Education and Engagement   

Responsible for: Education Outreach Manager, STEM Projects 
Manager, Education Administrative Officer 

Working arrangements: Full time (37.5 hours). Occasional evening and 
weekend work. There is a time off in lieu system to 
compensate for overtime. 

Holiday: 25 days per annum. The holiday year is Jan – Dec 

 

Location: Currently the role is based at our central Oxford 
office but may be located in Headington from 
2019. 

 

Background information  

• The Oxford Trust, established in 1985, is a leading charity focussed on 
encouraging the pursuit of science and enterprise. 

 
• The Trust owns two properties in Oxford – The Oxford Centre for Innovation (OCFI) 

in the city centre and Stansfeld Park located in Headington – which is likely to be 
the base for all education staff from 2019. 
 

• In 2019 the Trust will open a new primary age focussed Science Oxford Centre 
(SOC) in Headington under the Trust’s public facing brand Science Oxford, 
creating the UK’s first integrated hands-on science indoor/outdoor facility set in 
Stansfeld Park’s 18 acres of woodland. 

 
• Our Education Outreach group is the region’s leading developer and provider of 

STEM (Science Technology Engineering & Maths) enrichment engaging with over 
28,000 pupils and hundreds of schools and teachers each year. 

 
• The Trust’s ‘SO Live’ programme of events provides a variety of opportunities for 

adults (16+) and families to engage with all that is best in contemporary and 
hands-on science through talks, workshops and shows. 

 
• In addition, the Trust is deeply involved in the entrepreneurial life of the county 

through its Oxford Centre for Innovation facilities in New Road, central Oxford 
and the planned Wood Centre for Innovation in Stansfeld Park.  

 



 
 

 

• Whilst the Trust funds some activities through its own on-going investments it 
collaborates with other likeminded organisations in a way that really makes a 
difference to the people it engages with. 

 
• The organisation is run by a Board of Trustees all of whom hold, or have held, 

leading roles in business, education or the sciences. 
 
• The position of Head of Education Outreach is one of 24 full and part-time posts 

currently employed by the Trust. 
 
The Role 
 
The Head of Education Outreach is part of a core group within the Education and 
Engagement team and will specifically oversee the current outreach education 
programme of Science Oxford, leading a team of seven people. This programme 
includes extensive delivery in primary schools across Oxfordshire and 
Buckinghamshire and the provision of regular events and clubs for family audiences 
and teenagers. It also covers the delivery of our flagship STEM World of Work 
programme for secondary schools, which links young people with local STEM 
employers and aims to develop skills and raise careers awareness. They will lead the 
evaluation and development of the outreach programme and will take overall 
responsibility for publicity and communication of all the Trust’s education 
programmes to teachers, schools and STEM employers. They will play a key role in 
income generation, which includes revenue directly from schools for pupil sessions 
and teacher training, as well as highlighting opportunities for commercial 
sponsorship and securing external grant funding for innovative education projects 
that meet the aims of The Oxford Trust. 
 
Detailed Job Description 
 
1. To be an effective leader and manager of the education outreach team 

(currently seven staff), ensuring the continued success and development of the 
programmes they deliver. To be the line manager for the Education Outreach 
Manager, the STEM Projects Manager and the Education Admin Officer. 
 

2. To take responsibility for the quality assurance, evaluation and reporting 
processes of the education outreach programme, using this information to 
present to the Senior Management Team of The Oxford Trust as well as to inform 
development and marketing and to enhance training processes for staff, 
teachers and others. 

 
3. To ensure that the education outreach team works efficiently, prioritising tasks 

effectively, and keeps good written documentation of their workshops, shows, 
training packages and project/delivery processes. 

 



 
 

 

4. To work effectively with the Science Oxford Centre (SOC) manager in the 
development, implementation and promotion to schools of all future 
programmes as the new facility comes on line in late spring 2019. 

 
 

5. To manage education outreach projects and initiatives (e.g. CPD programmes 
for teachers or STEM projects with employers) developed as part of the wider 
education strategy, or to support others in the team to do so effectively when 
the project is a good fit with their role. 

 
6. To maximise revenue from schools for the education outreach programme, by 

developing a well-publicised programme that is a good fit to their needs. To 
work with the Director of Education and Engagement and Director of 
Development to develop strands of the education programme that would be 
attractive to commercial partners and to secure grant funding for innovative 
projects which match strategic goals.  

 
7. To take responsibility, liaising with other staff as required, for a regular schedule of 

communications to schools (including members) and STEM employers. To ensure 
that school contacts are updated and that the team are well connected with 
local and national education networks.  

 
8. To liaise with the Trust’s Director of Communications to identify PR opportunities, 

providing content for press releases as needed. 
 
 
General Management  
 
Like everyone else, the Head of Education Outreach must take responsibility for their 
own personal management and development and manage physical resources 
effectively, including:  
  
1. Responsibility for ensuring personal health and safety by following safe systems of 

work, and by meeting the requirements of the health and safety policy. 
 
2. Ensuring that the organisation’s equal opportunities policies are followed and 

actively practice social inclusion within their own area of service. 
 
3. Reading and responding to internal communications and information which is 

disseminated. 
 

4. Participating in the Trust’s agreed performance appraisal system. 
 

5. Ensuring that all resources (including IT hardware and software) are used safely, 
legally and efficiently.  

 
6. Complying with standing orders, financial regulations and all other policies and 

systems for ensuring financial probity. 



 
 

 

 
 
 
 
Notes: 

• This job description is not intended to be exhaustive. The post-holder will be 
expected to adopt a flexible attitude to the duties which may have to be 
varied (after discussion with the post-holder) subject to the needs of the 
Charity, and in keeping with the general profile of this post. 

 
• The post-holder is required to have an enhanced DBS check. 

 
 
  



 
 

 

Job Title: Head of Education Outreach 
 
 

WORK EXPERIENCE, SKILLS, KNOWLEDGE & BEHAVIOURS 

Preferred Work Experience 

1. Experience of successfully managing teams of people – leadership, 
supervision, delegation, support and training. 

2. Experience of managing significant STEM education programmes, projects, 
events and budgets and working successfully with a variety of stakeholders. 

3. Experience of STEM education – either from the formal (teaching in schools) or 
the informal learning sector (provision for schools). 

4. Experience of evaluation processes, quality assurance and written reports 
and communications. 

5. Experience of successful grant writing to secure income for projects. 

6. Experience in forming innovative partnerships and networks with external 
organisations, such as schools, universities, other education providers and 
STEM companies. 

Preferred Skills and Knowledge 

1. Strong leadership, management and team working skills demonstrating 
sensitivity to others’ views and ability to show consideration and empathy. 

2. BA or BSc (Hons) or other relevant qualifications in Science, Technology, 
Engineering or Mathematics (STEM).  

3. Excellent knowledge of UK school systems, STEM curricula and educational 
and STEM skills agendas. 

4. Excellent interpersonal skills in dealing with internal and external parties.  

5. Proven project management skills. 

6. Excellent organisational and time keeping skills (i.e. ability to undertake and 
manage a variety of work programmes to meet deadlines). 

7. Effective financial control and budget management. 

8. Excellent communication skills – both verbal and written.  

9. Knowledge of Microsoft Office and other relevant computer applications and 
an understanding of social media as a communication tool. 

 
Preferred Behaviours 

1. A passion for STEM education and enrichment and for working with teachers 
and young people to support and inspire them. 

2. Pro-active, with the ability to work with and lead a team within a changing 
environment and maintain a positive solution-seeking outlook. 



 
 

 

3. A strong and inspirational team player who can contribute and shape ideas 
and share responsibility. 

4. A self-motivator who can build excellent working relationships between the 
breadth of colleagues, partners and stakeholders. 

5. Able to work creatively and flexibly to respond quickly to meet both external 
partner and internal needs. 

6. Willingness to work flexible hours, including occasional evenings and weekends, 
with reasonable notice. 

7. Self-motivated, with the ability to plan effectively own work schedule using 
own initiative, to work flexibly and deliver to deadlines. 

8. Demonstrate the Trust’s values with a high level of commitment to the 
organisation. 

 

 
 


