
Positive Engagement Officer



Dear Applicant 

Thank you for expressing an interest in the position of Positive 
Engagement Officer at Bolton College. On behalf of the College, 
I am delighted to provide the enclosed information about the role.  

You might now be asking…Why Bolton College? Well here at the College, diversity isn't 
just embraced – it's celebrated. Our vibrant culture thrives on the unique perspectives 
each individual brings, and our dedicated staff are fully invested in every learner's journey 
toward success. Situated conveniently alongside the University of Greater 
Manchester in the town centre, we pave the way for seamless progression 
pathways for our students. Offering an extensive array of courses tailored for 
young people, adult learners, apprentices, and those pursuing higher education, 
we take immense pride in our inclusive educational ethos. With a warm, 
supportive atmosphere, we're more than just a college – we're a close-knit 
community committed to nurturing growth and fostering a sense of belonging. 

At the heart of our College lies the exceptional talent and dedication of our staff.  Our 
commitment to fostering an inclusive workplace not only nurtures our employees but 
also serves as a catalyst for their success, empowering them to excel within their roles. 
At the College, we firmly believe in cultivating the potential of our staff. 

Following the College becoming part of the wider University of Greater 
Manchester Group, a ‘fee waiver’ policy has been successfully embedded. This 
policy encourages our staff members to pursue further qualifications without 
financial barriers. It's an incredible opportunity for our team to advance their 
skills and aspirations, while also allowing us as an employer to invest in and retain our 
talented staff members. 

If you share our values and want to be part of a great team then we would love to 
hear from you. You can find out lots more about Bolton College via our 
website www.boltoncollege.ac.uk 

If you have any queries or require help in completing the application form please do not 
hesitate to contact us. We look forward to receiving your completed application. 

Yours faithfully 

Sue Bury 
Head of People & Culture 

http://www.boltoncollege.ac.uk/


Positive Engagement Officer 
37 hours per week over 38 weeks Term Time Only 
£21,325.71 - £22,041.51 (Actual salary) 

Make a Difference to Learner Success at Bolton College 

Are you passionate about helping young people succeed? Do you have the confidence, 
resilience and interpersonal skills to positively influence learner attendance, engagement and 
behaviour? 

As a Positive Engagement Officer, you will be a visible presence across campus, supporting 
the College's commitment to improving attendance, punctuality, behaviour and learner 
engagement across our Education Programmes for Young People (EPYP). 
The role involves proactive intervention with learners, promoting high standards of conduct 
and professionalism, and working closely with parents/carers to address concerns before they 
escalate. 

Ideally you will have: 
• GCSE English and Maths (or equivalent) at grade 4 or equivalent
• Experience working with young people in an educational, training or support setting.
• Experience supporting attendance, behaviour or learner engagement.
• Strong communication and interpersonal skills.
• Ability to build positive relationships with young people.
• Ability to manage challenging or sensitive situations calmly and professionally.
• Good IT skills and record-keeping ability.

Day to day you will be responsible for 
• Monitor and support learner attendance, punctuality and engagement.
• Follow up absences and attendance concerns in line with College procedures.
• Promote positive learner behaviour and professionalism across campus.
• Conduct learner engagement checks and corridor patrols during the College day.
• Support learners to overcome barriers affecting participation and success.
• Build positive relationships with learners while maintaining clear professional

boundaries. 
• Communicate effectively with learners, parents/carers and College staff.
• Maintain accurate records of learner interventions and engagement activity.

Closing Date:   19th August 2026 
Interview Date:  TBC 
Job Ref:  040-27 



JOB DESCRIPTION 

JOB TITLE:   Positive Engagement Officer 

Grade:   Scale 4  

Responsible To: Assistant Principal 

PURPOSE OF THE ROLE 

The Positive Engagement Officer will support the College’s drive to improve learner attendance, 
punctuality, behaviour and engagement across Education Programmes for Young People (EPYP). 

The postholder will play an important operational role in supporting delivery of the College’s 42-Day 
Positive Engagement Strategy, helping learners establish positive habits, routines and attitudes from 
the very start of their learner journey. 

Acting as a visible presence across campus, the Positive Engagement Officer will help create a calm, 
safe and purposeful learning environment where learners are positively encouraged and challenged 
to attend, participate and succeed. 

The role will work proactively with learners and parents/carers to address low-level concerns relating 
to attendance, punctuality, engagement, conduct and professionalism, reducing the need for 
curriculum staff and managers to become involved in routine learner matters wherever possible. 

MAIN RESPONSIBILITIES AND DUTIES 

Learner Attendance & Engagement 

• Monitor learner attendance, punctuality and engagement on a daily basis.
• Follow up learner absence and punctuality concerns in line with college procedures.
• Support implementation of the College’s 42-Day Positive Engagement Strategy.
• Work proactively with learners to improve attendance, participation and commitment to

learning. 
• Identify learners requiring additional support or intervention and refer concerns

appropriately. 
• Support curriculum teams with attendance improvement activity and learner engagement

initiatives. 
• Maintain accurate records of interventions, actions and learner communications.
• Assist with learner attendance meetings and engagement reviews where required.

Campus Presence, Conduct & Positive Culture 

• Maintain a visible presence across campus throughout the day to promote positive learner
behaviour, engagement and professionalism. 

• Carry out regular corridor walks and learner engagement checks during lesson times.
• Challenge and support learners who are not in lessons or who are not meeting College

expectations. 



• Encourage learners to attend timetabled sessions promptly and support re-engagement where 
concerns are identified. 

• Monitor and reinforce College expectations relating to learner lanyards, identification and
professional standards. 

• Address low-level behaviours and conduct concerns professionally and consistently.
• Support the creation of calm, purposeful and respectful learning environments across campus.
• Report recurring concerns or patterns of disengagement to appropriate curriculum or support

staff. 
• Build positive relationships with learners whilst maintaining high expectations and clear

professional boundaries. 

Learner & Parent/Carer Liaison 

• Act as a first point of contact for routine learner engagement, attendance and behaviour
concerns. 

• Liaise with learners and parents/carers regarding low-level attendance, punctuality, conduct
and engagement matters. 

• Support early intervention activity aimed at preventing escalation of concerns.
• Maintain professional and supportive communication with parents/carers regarding learner

expectations and progress concerns. 
• Escalate significant or ongoing concerns to appropriate curriculum or safeguarding staff where

required. 
• Support learners to understand expectations relating to attendance, behaviour,

professionalism and participation. 

Learner Support & Wellbeing 

• Act as a visible and approachable presence across college.
• Support learners to access appropriate support services where required.
• Help learners overcome barriers affecting attendance, participation or engagement.
• Work collaboratively with safeguarding, wellbeing and learner support teams.
• Promote a culture of inclusion, respect and belonging.

Data, Administration & Communication 

• Use College systems to monitor attendance and engagement information.
• Maintain accurate and timely records and reports.
• Communicate professionally with learners, parents/carers and staff where appropriate.
• Escalate concerns promptly to curriculum leaders or support teams.
• Support College campaigns and initiatives linked to attendance, engagement and learner

success. 



 Other duties 

• Any other duties commensurate with the skills, knowledge and experience of the post holder as
may be required from time to time by the College. 

• The post holder will be expected to work flexibly and efficiently, to maintain the highest
professional standards and to promote and implement the policies of the College. 

• The post holder will be expected to comply with any rules and regulations which the College may
from time-to-time issue to ensure the efficient operation of its business and the welfare and 
interests of its learners and employees. 

• Must be willing to undertake appropriate training and staff development.
• To be fully aware of and comply and promote all the Colleges policies, including Financial

Regulations. 
• In carrying out their duties the appointee must comply with Health and Safety Regulations and

their responsibilities within the Health and Safety Policy and be aware of the College statement on 
Health and Safety. 

• Bolton College is committed to safeguarding and promoting the welfare of young people and
vulnerable adults and expects all staff and volunteers to share this commitment. 

• Commitment to the principles of valuing diversity and equal opportunities.



Flexible Working 

Whilst this particular position is normally located at Deane Road, the support services within the College are 
operated on a flexible basis and staff may be required to give support in all areas of the College, as and when 
required by Management, with due regard being given to their specialism.  The post holder may be required 
to travel to other College sites. 

Working Hours 

You will be expected to 37 hours per week over 38 weeks.  

Your pattern of work may vary from time to time to meet the needs of the business; this will include 
Saturdays to cover events, functions and supervision of contractors. This may also include Sundays. 

Alternating of shift patterns will be required from to cover for sickness, holidays and other absences. 

Probation 

The post holder, if a new employee of the College will be subject to a 9-month probation period, during 
which the suitability of the post holder for the position will be assessed.  The College reserves the right to 
extend the probation period if circumstances so require it.  During the probation period, the employment 
may be terminated – refer to contract of employment for further details. 

Training and Appraisal 

The College wishes to encourage support staff to increase their skills and qualifications, for the benefit of 
the individual and the College.  The post holder may therefore, at the discretion of the management, be 
required to undertake training and development appropriate to present and future needs of the College. 

All staff will be required to participate in the College’s Appraisal Scheme. 

JOB DESCRIPTION PREPARED BY:  Head of Student Experience 

DATE:  April 2026 



PERSON SPECIFICATION

POST  POSITIVE ENGAGEMENT OFFICER DEPT DELIVERY 

EDUCATION / TRAINING 
CRITERIA

ESSENTIAL (E) 
DESIRABLE (D) 

MEASURED BY 
APPLICATION (AP) 

CERTIFICATE © 
INTERVIEW (I) 

MICRO TEACH (MT) 
PRESENTATION (P) 

GCSE English and Maths (or equivalent) E AP 

RELEVANT EXPERIENCE 

Experience of working with young people in an 
educational, training or support environment E AP/I 

Experience of supporting attendance, behaviour or 
learner engagement E AP/I 

Experience of communicating effectively with 
parents/carers and young people E AP/I 

Experience of working collaboratively within a team E AP/I 

RELEVANT KNOWLEDGE/ SKILLS & APTITUDES 

Good interpersonal and communications skills E AP/I 

Ability to build positive working relationships with 
young people E AP/I 

Ability to manage sensitive situations professionally 
and calmly E AP/I 

Ability to use IT systems effectively E AP/I 

Understanding of the important of safeguarding and 
learner wellbeing E AP/I 

Commitment to promoting high expectations and 
learner success E AP/I 

Experience within further education D AP/I 

Knowledge of attendance and behaviour monitoring 
systems D AP/I 

Understanding of barriers affecting learner 
participation and engagement D AP/I 



SPECIAL REQUIREMENTS 

The successful post holder would be expected to have 
a flexible approach to their work. E AP 

The successful applicant will need to have a DBS 
check to work in the College environment.  E AP/I 

The post holder would be required to demonstrate an 
ability to discretion and maintaining confidentiality E AP/I 

Must be willing to undertake appropriate training and 
development in order to meet the requirements of the 
college. 

E AP/I 

Awareness of health and safety requirements. E AP/I 

Commitment to the principles of valuing diversity and 
equal opportunities. E AP/I 

Bolton College is committed to safeguarding and 
promoting the welfare of young people and vulnerable 
adults and expects all staff and volunteers to share this 
commitment. 

E AP/I 
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