
 

Carnegie Trust of Universities of Scotland 
Andrew Carnegie House 
Pittencrieff Street 
Dunfermline KY12 0LG 
Phone: 01383 724 990  admin@carnegie-trust.org www.carnegie-trust.org  

Undergraduate Student Funding and 
Engagement Officer 
Hours 25-35 hours/week, hours and work pattern to be agreed with the 

successful candidate 

Starting salary    £28,331 (pro-rata for part-time appointment), Grade 6 

Contract type Permanent  

Annual leave entitlement 30 days annual leave and 9 days Public Holidays (pro-rata for part-time 
appointment), 

Closing date   1st March 2020, midnight 

Interview date   Thursday 27th March 2020 (at Andrew Carnegie House in Dunfermline) 

Start date   1st June 2020, or as soon as possible thereafter 

Background 

The Carnegie Trust for the Universities of Scotland supports the students and academics of the Scottish 
Higher Education Institutions through a number of grant awards. The Trust wishes to appoint a 
professional, highly motivated and organised individual who will be responsible for developing and 
strengthening its support for undergraduates. The post of Undergraduate Student Funding and 
Engagement Officer will be based at Andrew Carnegie House in Dunfermline with occasional travel across 
Scotland.   

The ideal candidate will have relevant administrative experience – acquired in a University, education or 
charitable environment – an understanding of the Scottish higher education sector and an interest in 
engaging with undergraduates from a broad range of backgrounds. The successful candidate will have 
excellent communication and interpersonal skills and be required to take initiative and work independently 
to advance the Trust’s grant making and student engagement activities. This is an ideal opportunity for a 
suitably qualified and experienced individual to join the small and dynamic team of the Carnegie Trust.  

Purpose of role 
This new role aims to support and administer the Trust’s portfolio of grants for undergraduate students in 
the fifteen Scottish universities, the Glasgow School of Art and the Royal Conservatoire of Scotland. 
Reporting to the Trust’s Manager, the post holder will be responsible for the full grant lifecycle of the 
following funding schemes:  

• Carnegie Undergraduate Tuition Fee Grants: aimed at undergraduates required to pay tuition fees 
themselves due to prior study or their residency status. The majority of the students supported 
have prior university or college experience in the past but withdrew from their studies due to ill 
health, financial problems, or personal circumstances. Sometimes they just felt that their chosen 
course of study was not the right one for them.  

• Carnegie Study Support Grants: offered to students in receipt of undergraduate tuition fee funding 
from the Trust to help them with the purchase of equipment, books, travel costs etc. 
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• Carnegie Undergraduate Vacation Scholarships: open to students enrolled on an undergraduate 
degree course who wish to develop their independent research skills.  

An important aspect of the role will entail extending and maintaining a network of contacts in the student 
funding, registry and finance departments of Scottish HEIs, finding opportunities for partnerships with 
relevant stakeholder organisations as well as developing effective resources and methodologies to raise 
awareness of the Trust’s schemes. In addition, the post holder will be responsible for developing and 
implementing a framework aimed at increasing engagement with the Carnegie Community of beneficiaries, 
with a focus on current students and alumni helping each other and ‘giving back’.  

The post is available to suitable candidates who wish to work either full-time or part-time, with a 
minimum requirement of 25 hours a week. 

Key duties and responsibilities 
Time weightings are approximate 

Grant portfolio (30%) 

1. To administer each scheme’s grant application processes under guidance from the Trust’s Manager, 
including: publicity, calls for proposals, peer review of Vacation Scholarships, communication with 
applicants and administration of awards to successful applicants.  

2. Respond to queries from potential applicants, grantholders and other stakeholders. 
3. Maintain information on grant schemes, applications and awards, keeping relevant records and 

producing reports, including statistical data, for senior management and Trustees. 
4. Under delegated authority make funding recommendations for the Undergraduate Tuition Fee Grant 

and Student Support Grant applications. 
5. Periodically review grant information for applicants and provide guidance to applicants on the Trust’s 

funding criteria, scheme remit and application processes. 

Carnegie Undergraduate Community Engagement (30%) 

6. Be responsible for designing and implementing a framework for increasing engagement with the 
Carnegie Community of undergraduates and alumni, with a focus on current students and alumni 
helping each other and ‘giving back’. This will include both continuing and improving existing activities 
such as the annual Poster Competition for Vacation Scholars, currently in its third year, and identifying 
new engagement opportunities activities aimed at enhancing the experience of students in receipt of 
Carnegie Undergraduate funding. 

7. With the Trust’s Administrator, support and administer the Trust’s growing alumni network; take the 
lead in developing activities aimed at Alumni and encouraging grantholders to join the Carnegie Alumni 
network. 

8. Assess the feasibility of creating a mentoring scheme for undergraduates and defining the mentoring 
framework, modalities and key performance indicators. 

9. Develop an evaluation framework and define key performance indicators to measure the outcomes and 
impact of engagement activities for participating students. 

External relationships (20%) 

10. Disseminate information about funding opportunities to the Trust’s stakeholder community. 
11. Represent the Trust at university events and fairs, conferences and events. 
12. Pro-actively look into ways of: 
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 promoting the Trust’s undergraduate schemes to potential applicants, establishing a network 
of contacts in the wider academic community in Scotland to disseminate information about the 
Trust’s funding; 

 improving diversity among Carnegie Vacation Scholarships applicants; 
 developing opportunities for Carnegie Vacation Scholarships through partnerships with third 

sector organisations, museums, charities etc. 
13. Develop and maintain positive relationships with applicants, grant recipients, peer reviewers, university 

admission officers and grant managers. 

Impact and evaluation of undergraduate schemes (15%) 

14. Take responsibility for gathering information on graduation data, completion rates and grant outcomes 
more generally from grant holders and relevant officers in the Scottish universities. 

15. Actively develop and maintain processes for collating and compiling data on grant outcomes and 
outputs, taking responsibility for reporting on grant outcomes to the Senior Management Team and 
Trustees. 

16. Participate in the periodic measurement of impact and evaluation of schemes: design surveys, process 
responses, conduct interviews with grant holders and contribute to report writing and the formulation 
of recommendations to inform the Trust’s funding policies. 

17. Develop content highlighting grant successes and outcomes for the Trust’s website, social media, 
newsletters and annual reports. 

General (5%) 

18. The post holder will be working in a developing environment and they will therefore be required to 
undertake other appropriate duties as necessary for the efficient operation of the Carnegie Trust.  

19. The role will require occasional travel to meeting and events. Occasional weekend or evening work may 
also be required and time off in lieu will be given. 
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Person specification 

Experience, 
competences and 
skills 

Essential Desirable 

Education  Minimum HND in a relevant subject 
(e.g. Business Administration, or in a 
STEM, Arts or Social Science subject 
combined with suitable experience) 

 Undergraduate degree 

Knowledge and 
experience 

 Proven administrative skills gained in a 
university, college, education or 
charitable environment 

 Awareness of the student funding 
environment in Scotland 

 Experience of dealing with culturally, 
financially and personally sensitive 
issues requiring tact, diplomacy and a 
calm approach 

 Experience of giving presentations or 
speaking at information sessions 

 Experience of developing contacts and 
working with external stakeholders 

 Experience of working and 
developing relationships with 
university staff, especially 
admissions, student support  

 Understanding of current policies 
and initiatives aimed at increasing 
participation from under-
represented groups in higher 
education 

 Experience of designing and 
delivering training activities  

 Ability to analyse, interpret and 
evaluate grant outcomes in order to 
produce impact case studies, reports 
and other communications for senior 
managers and external stakeholders 

 Knowledge of Data Protection 
legislation 

Organisational 
skills 

 Ability to identify potential problems 
and solve them 

 Highly organised with experience of 
working independently and as part of a 
team 

 High level of accuracy and attention to 
detail 

 Ability to meet deadlines, handle peaks 
in workload and work calmly under 
pressure  

 

Communication 
skills 

 Excellent written and verbal 
communication skills  

 Ability to exercise discretion, 
diplomacy and sound judgement in 
promoting the Trust to the external 
world 

 Experience in dealing  and 
communicating with people from a 
broad range of backgrounds and 
cultures including vulnerable 
individuals 

 Commitment and ability to develop 
and maintain positive relationship 
with colleagues, trustees, 
beneficiaries and stakeholders across 
organisational boundaries 
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Personal 
attributes 

 Confident and able to take 
responsibility for the delivery of day to 
day and delegated tasks 

 Affinity with the Trust’s beneficiary 
groups  

 Empathy and ability to assess 
applications for student funding or 
financial hardship grants in a non-
judgmental manner 

 Willingness to travel for visits to 
universities and other organisations 
across Scotland 

 Interest in contributing to the 
development of the Carnegie 
Community of students & alumni, 
paired with an enthusiasm for 
engaging with Carnegie Community 
members to enhance their experience 
as Carnegie beneficiaries 

 

IT Skills  High level of competence with PC 
Windows packages including Office 
(Word, Excel, Outlook) and experience 
of creating well-presented documents 
for dissemination 

 Experience of working with databases 
or grant management systems 

 Experience in working with 
Salesforce CRM 

 Knowledge of web content 
management systems (WordPress) 

Trust values  Understanding and willingness to 
commit to the Trust’s values and 
adhere by them  

 

About the Carnegie Trust for the Universities of Scotland 
The Carnegie Trust for the Universities of Scotland aims to provide “funds for improving and extending the 
opportunities for study and research in the Universities of Scotland”. Established in 1901 under a Trust 
Deed signed by Andrew Carnegie, and incorporated by Royal Charter on 21 August 1902, the Trust was 
funded by a gift of US$10 million. The current value of the endowment is approximately £80 million yielding 
an income of over £3 million each year. The Trust is a registered charity in Scotland, ref. SC015600.  

The Trust is governed by a Board of Trustees, comprising 14 Trustees whose role is to ensure strategic 
objectives remain faithful to the wishes of the Trust’s founder and pertinent to the universities of Scotland, 
their staff and their students. Trustees include individuals with a wide range of experience in higher 
education, business leadership and charity governance, as well as the Principals and Vice-Chancellors of five 
Scottish universities. The current Chair of the Board is Professor Dame Anne Glover. 

Our values 
Valuing and Respecting Everyone 
Appreciating the unique and positive contributions made by all office staff, Trustees, applicants for funding, 
and grant-holders. 

Pursuing Excellence 
Continuously striving to improve performance in all that the Trust does. 

Pride and Belonging 



 

Page | 6  

Caring passionately about the objectives of the Trust, its successful operation and the contribution it makes 
to the community as a whole. 

Shaping the Future 
Developing sustainable outcomes that will contribute positively to the future of the Trust and the 
community it serves. 

Outward Looking 
Striving to further the Trust’s reputation through collaboration; seeking and sharing best practice from 
wherever we find it. 

Andrew Carnegie House 
Since 2007, the Trust has been located at Andrew Carnegie House in purpose built premises on the edge of 
Pittencrieff Park, known locally as “The Glen”, which Carnegie gifted to the town of Dunfermline in 1903. 

Andrew Carnegie House also provides headquarters to the Carnegie Dunfermline Trust, the Carnegie Hero 
Fund and the Carnegie United Kingdom Trust, bringing all four UK Carnegie Trusts together under one roof. 

Application notes 
To apply for this role, please must submit the following documents online through the Trust’s website by 
the closing date of 1st March 2020, midnight: 

1. An up to date CV detailing your employment history, educational background and any other 
information relevant to the application. 

2. A Cover Letter, explaining how your skills and experience meet the job specifications for this post.  

The online submission portal will also ask for the names and contact details of two referees, familiar with 
your employment history, or educational backgrounds as well as your skills. One referee must be your 
current or most recent employer and the other a previous employer or academic adviser (for example an 
adviser of studies or tutor). 

Web link: https://www.carnegie-trust.org/about-us/work-for-us  

Online applications will be automatically acknowledged. 

The Carnegie Trust is committed to welcoming people from a wide diversity of backgrounds, culture and 
experience. The Trust will consider making reasonable adjustments if the needs of the most suitable 
candidates shortlisted for interview require us to do so. Please contact us to discuss any specific 
requirements you may have in order to attend an interview or for potential appointment.  

Due to high application numbers, the Trust is unable to provide feedback to candidates who are not 
shortlisted for interview. 

Pre-employment checks 

• Qualifications 
• Right to work in the UK 
• References 

Contact 
To discuss the post informally, please contact Dr Patricia Krus, Manager, by email (pkrus@carnegie-
trust.org) or phone: 01383 724 990. 
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