
	

						

SCCO UNDERGRAUATE COLLEGE CO-ORDINATOR 
 
Works With 
The Undergraduate College Co-ordinator will become a member of the SCCO Communication 
Committee and communicate with SCCO Trustees via the Head of the SCCO Communication 
Committee. The Undergraduate College Co-ordinator works closely with the SCCO Marketing 
Manager who completes the administration for presentations. 
 
Role Overview 
The Undergraduate College Co-ordinator is responsible for maintaining a group of SCCO 
Members	and	Fellows	to	deliver	presentations	to	undergraduate	students,	and	for	liaising	
with	the	individual	college	administrators	to	clarify	what	would	be	best	received	or	most	
beneficial	to	their	students.			 
 
Appointment 
The Undergraduate College Co-ordinator will be appointed by the SCCO Trustees following an 
open invitation for an expression of interest to all SCCO Faculty. The position will be held for 3 
years. 
 
Responsibilities and Duties 
 

• Contacting	all	Undergraduate	College	administrators,	to	explain	what	the	SCCO	
Pathway	has	to	offer	their	students,	to	arrange	a	date	for	an	annual	presentation	and	
agree	the	format	the	presentation	will	take,	e.g.	visit,	live	on-line,	pre-recorded,	with	
or	without	practical	sessions.	 

  
• Recruit	SCCO	Member	or	Fellows	to	deliver	the	individual	presentation.	 

	
• Arrange	for	new	presenters	to	accompany	an	experienced	presenter	to	gain	

experience. 
 

• Develop good relationships with key Undergraduate College staff to promote interest in 
the SCCO offering. 
	

• Work	with	the	SCCO	Marketing	Manager	to	include	recent	M2	students	in	the	
presentation	either	live	or	on-line	if	considered	beneficial.	 
	

Qualifications and Experience 
	
The SCCO Undergraduate College Co-ordinator should be an SCCO Fellow, Faculty or Member 
who has knowledge of the current Undergraduate Colleges and the courses they offer, and of the 
SCCO programme and courses. Good administration and communication skills are essential. 

	
	
 


