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Job Related Information 

This document includes information about the role for which you are applying and the information you will 

need to provide with your application.       

1. Role Details 
 

Vacancy reference 18026 

Job title: Partnerships Officer (Projects) 

Reports to: Diane Cooper, Partnerships Manager 

Partnerships Manager  Salary: £33,797-£40,322 

Terms and conditions: Academic related 

Grade 7 

Duration of post: Fixed term contract for 12 months 

Working hours: 37 

Location: The OU in Scotland, Edinburgh (currently working at home) 

Closing date: 5pm on Friday 5 March  

Type of application form accepted: Full 

Number of referees required: 3 

Unit recruitment contact: Scotland-Recruitment@open.ac.uk  

 

mailto:Scotland-Recruitment@open.ac.uk
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2. Summary of duties 
 

With over 18,000 students, 75% of whom are in work, The Open University (OU) in Scotland is well placed to 

play a pivotal role in supporting Scotland’s employers, their staff and policy makers in upskilling and reskilling 

the nation.  We have ambitious plans to develop and grow this work building on The OU in Scotland’s 

reputation as the premier provider of high quality flexible and distance learning in the workplace. 

The Partnerships Officer (Projects) will play a key role in supporting our ambitions in relation to skills 

development, upskilling and reskilling across the country. You will develop and support a range of initiatives to 

enhance The OU in Scotland’s external engagement work, particularly in relation to our work with employers, 

SME businesses and individuals looking to upskill and reskill.  Specifically, you will project manage the delivery, 

reporting and monitoring of The OU in Scotland’s funded upskilling programmes, including our offer to SMEs 

through the Flexible Workforce Development Fund.  

The post holder will be expected to use their skills and expertise to identify opportunities and develop project 

plans, monitoring and reporting mechanisms and reports to government and funders.  Using the OU’s financial, 

contractual and student data systems, you will produce accurate and timely monitoring and reporting solutions. 

As an experienced project manager, you will be responsible for ensuring the successful delivery of the OU in 

Scotland’s Flexible Workforce Development Fund offer to Small and Medium Sized Businesses (SMEs) maximise 

the breadth and reach of our FWDF offer to individuals and business, ensuring all regulatory and funding criteria 

are adhered to. You will work with a range of external partners, funders and businesses and with a range of OU 

colleagues to provide workforce development solutions to SMEs.  You will be expected to innovate and be 

creative, and to utilise the OU’s extensive curriculum and unique delivery methods to service the needs of 

employers, agencies and partners. You will play a key role in undertaking monitoring, reporting and evaluation 

work, ensuring our approaches to partnerships and our learning outcomes and impacts are based on a strong 

evidence base.  

 
SPECIFIC RESPONSIBILITIES 
 
External Engagement and Partnerships 
 

a) Support the strategic planning and implementation of The OU in Scotland’s upskilling offering to 
individuals and businesses, through project management of our Flexible Workforce Development Fund 
and other funded programmes. taking a central role in ensuring the delivery of our programme with 
businesses, employers, skills-related agencies and partners.    

 
b) Establish, develop and maintain positive relationships with external and internal partners to facilitate 

the development of appropriate, innovative and effective opportunities. 
 

c) Manage a number of partner relationships and projects, leading operationally and maintaining 
appropriate processes including record keeping, reporting and project management. 
 

d) Contribute to the achievement of targets and outcomes associated with The OU in Scotland Outcome 
Agreement, Business Plan and External Engagement strategy and other internal and external 
commitments.  
 

e) Develop and manage a range of activities and materials to support our FWDF work including partner 
meetings, project meetings, external events, promotional materials and online and social messaging. 
 

f) Be responsible for project monitoring, reporting and evaluation activity, data collection and analysis, 
report writing and other dissemination activity. 
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g) Identify opportunities to promote, publicise and share successes.   
 

h) Contribute to the overview of budgets in your work area, including forecasting, monitoring and 
ensuring best value.  
 

i) Work alongside colleagues to identify appropriate funding opportunities and contribute to proposals to 
develop activities and outputs in your portfolio. 
 

j) Analyse relevant data and write and produce reports for internal and external audiences. 
 

Contribute to internal and external groups and committees as appropriate. 

The role holder may be required to undertake any other duties reasonably required within the nature of the 

duties and responsibilities of the role, subject to the proviso that normally any changes of a permanent nature 

shall be incorporated into the Job Description in specific terms.  

All staff are expected: 

▪ To comply with the University’s Health and Safety and Equal Opportunities policies in the performance of 
your duties. 

 
▪ To take reasonable care of the health and safety of yourself and that of any other person who may be 

affected by your acts or omissions at work.  
 
▪ To co-operate with The Open University in ensuring as far as is necessary, that Statutory Requirements, 

Codes of Practice, University Policies and Departmental Health and Safety arrangements are complied with. 
 

▪ To demonstrate a strong commitment to the principles and practice of equality and diversity. 

 
3. Person specification 

 

 

Requirements   (E = Essential/ D = Desirable) 

Education, qualifications and training 

Essential 

• A degree or equivalent (SCQF Level 9) qualification. 
 
Desirable 

• A higher degree (SCQF Level 11) in a relevant subject. 

Knowledge, work and other relevant experience 

Essential:  • Experience of operationally managing partnerships with employers.  

• Demonstrable project management experience. 

• Knowledge of the Further and Higher Education sectors in Scotland.  

• Knowledge and experience of supporting widening participation in the context of higher 
education and experience of work-based learning and skills development activity. 

• An understanding of the needs of business (particularly SMEs) and individuals to upskill 
and reskill and the current policy drivers in Scotland to support this. 

• A demonstrable success history, with examples of work that you have initiated that have 
made a difference/had impact. 

• Experience of preparing, validating and analysing complex high-volume datasets. 
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• Ability to gather, analyse and interpret data from a variety of sources to create 

meaningful management information. 

• Experience of writing reports for external and internal audiences. 

• Experience of building strong relationships with a range of stakeholders and partners. 

• Experience of project development, implementation and evaluation, including the 
dissemination of learning to other interest groups.  

Desirable:  • An understanding of the needs of part-time adult learners and the challenges facing 
students in a distance learning context. 

• Experience and confidence in working with complex data sets. 

• Experience of reporting and evaluation to government, public sector or charitable 
funders. 

Personal abilities and qualities 

Essential:  • The ability to work as part of an outcomes-focused team. 

• The ability to work on your own initiative, to make considered decisions and to work in 
an open and collegiate way. 

• Excellent organisational abilities, particularly in relation to a diverse and demanding work 
portfolio. 

• Well-developed interpersonal and communication skills. 

• Excellent presentation skills e.g. presenting your work to internal colleagues and at 
external events.   

• Excellent IT skills.  

• The ability and willingness to travel around Scotland and occasionally to other OU 
locations (subject to ongoing Government guidance).  

• A growth mind-set where you are open to ideas and possibilities and can respond 
positively to challenges and setbacks. 

• Resilient and adaptable to change.  

• A commitment to the ideals of the Open University, including equal opportunities and 
diversity issues.  

 
4. Role specific requirements e.g. Shift working 

 

The role holder will be expected to travel around Scotland and occasionally to other OU locations (currently on 
hold due to COVID-19 restrictions). 

 
5. About The Open University in Scotland and the unit/department 
 

The Open University in Scotland 

The Open University in Scotland is an integral part of the Scottish higher education community and actively 

involved in the development of HE policy alongside the other 18 higher education institutions in Scotland.  Since  

April 2000, the teaching of OU students resident in Scotland has been funded by the Scottish Funding Council. 

 

With over 18,000 students, Open University students can be found in virtually every postcode district and 

community in Scotland.  Social justice and equality of opportunity are at the heart of everything the OU does 

and widening access to higher education is the ambition on which it was founded. The Open University is 

committed to extending opportunities for educational success to all who wish to realise their ambitions and 

fulfil their potential.  The OU’s open access policy, flexible part-time delivery, its bridging programme with 

schools, college articulation agreements and geographical reach position us well as Scotland’s national widening 

access university.  More than 20% of our undergraduate students have qualifications below standard university 

entrance level when they joined the OU, over 18% have a declared disability and almost 19% are resident in the 
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most deprived areas of Scotland (based on the Scottish Index of Multiple Deprivation).   

 

With over 70% of our students in work while they study with us, The Open University in Scotland occupies a 

unique place in terms of developing the Scottish workforce. We work closely with employers, trades unions, 

public sector bodies, institutes, private, third sector and community organisations, universities, colleges and 

schools across the whole of Scotland.  

 

160 academic, administrative and support staff operate from the OU’s office in Edinburgh managing the 

University’s business in Scotland.  The OU in Scotland works in collaboration with colleagues across England, 

Wales and Northern Ireland as part of a UK wide, 4 nations university.    

External Engagement and Partnerships Team 

The post will be located in the External Engagement and Partnerships Team at The Open University in Scotland.  

The External Engagement and Partnerships Team engages with the external environment that The Open 

University in Scotland operates in.  It plays a critical role in maintaining and developing external relationships 

and creates opportunities for the OU to raise its profile as a unique provider of higher education in Scotland.   

Led by a Depute Director (External Engagements and Partnerships), and supported by a highly skilled team, 

currently the team are involved in:  

- Developing our partnerships with employers, including innovative approaches to address workforce 
development needs and in support of Scotland’s ambitions to be a highly skilled and productive nation 

- Working with Schools and Colleges to develop learning pathways and opportunities for students to 
undertake OU study in familiar places.  

- Working alongside community and third sector organisations to widen access to higher education and to 
work collaboratively in designing learning solutions.  

- Developing opportunities for knowledge exchange, innovation and knowledge transfer  
- Working with colleagues across the university to promote the OU’s offer as a high quality, flexible distance 

learning provider.          

As a Scotland-wide provider, we are engaged in partnerships from Shetland to the Borders, with OU students 
residing in all of Scotland’s parliamentary constituencies.     
 
 

6. How to obtain more information about the role or application process 

If you would like to discuss the particulars of this role before making an application please contact Diane Cooper 

on 0131 549 7120 or email: diane.cooper@open.ac.uk.   

If you have any questions regarding the application process please contact Scotland-Recruitment@open.ac.uk  

mailto:diane.cooper@open.ac.uk
mailto:Scotland-Recruitment@open.ac.uk
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7. The application process and where to send completed applications 
 

All applications are completed online via the OU Job’s page by registering and clicking the “Apply Now” link.  

Applications submitted via 3rd party websites will not be considered. 

Access details for disabled applicants are available from the Open University in Scotland by emailing Scotland-

Recruitment@open.ac.uk, quoting the vacancy reference above 

To apply for this role please submit the following:- 

• CV 

• A personal statement that clearly identifies how you meet the criteria in the person 
specification. Please ensure that you provide relevant examples as evidence to support your 
statements.  The selection panel will consider how well the information you provide demonstrates that 
you meet the criteria identified in the person specification. 

 
To ensure that your file is uploaded to our system correctly, please make sure your document is saved with   
the following file name as appropriate to the vacancy you are applying for: ‘Job title’, surname, first initial. 

Remember to attach your CV and Personal statement as ONE DOCUMENT.   

You will receive updates regarding your application from resourcing-applications@open.ac.uk. Please ensure 

this email address is added to your list of trusted senders.  Please also keep an eye on your junk folder to 

ensure you do not miss any important updates regarding this role.  

You can view your application communications on the Candidate portal.  

 

8. Selection process and date of interview  
 

The interview panel will be chaired 

by: 

Marie Hendry (Depute Director, External Engagement & Partnerships)  

The other members of the 

interview panel will be: 

 

 

Diane Cooper, Partnerships Manager  

tbc  

The interviews will take place on: w/c 22nd March 2021 

The selection process for this post 

will include 

Formal interview and desk exercise 

 

 

Please note: If you have not heard from us within two weeks of the application closing date, please 

assume that on this occasion you have not been selected for interview, however we thank you for 

your interest in The Open University and encourage you to apply for future positions. 

 

https://www.directch.com/17947TeamManager
mailto:Scotland-Recruitment@open.ac.uk
mailto:Scotland-Recruitment@open.ac.uk
mailto:resourcing-applications@open.ac.uk
https://www.directch.com/RomaFrontEnd/en-GB/Home/Signin?css=b2cc2417-182c-49e8-993e-6f96dd45e221&pId=00000000-0000-0000-0000-000000000000&aId=4dc43825-ccc4-4f2b-8490-79a743376d1c&backgroundImageURL=dca87a57-3664-417a-a824-5ce06a728502&headerlogoID=0a2172d8-69d5-4cda-80da-dddd09b0c446&registrationMethod=2&mode=portal_edit&idFieldId=-2&idFieldName=Username&referral=DQAAAB%252BLCAAAAAAABAAzqEECADKJWRENAAAA&skinId=35e20a72-c8d1-4682-a860-f04560e1467a&isEuropian=True&isFrance=False

