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SCHOOL OF TECHNOLOGY
POST:              Recruitment and Admissions Assistant   


LOCATION:  
The post holder will be based at City Campus and on occasion will be required to work at the School Office at Telford Campus.

GRADE:           UW4 
ESTABLISHMENT  NUMBER:



1. Organisational Chart
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Postholder:
 Recruitment and Admissions Assistant
2. Contacts

Internal:
Dean of School, Associate Deans, Heads of Department, academic staff and other departments within the School, Registry, Schools, Central Departments and students.  
External:
Staff of collaborative links, Educational Partnership Unit and Colleges, representatives of professional bodies, Local Authorities, prospective students
3. Personal Specification

The post holder should hold GCSE Maths and English preferably with A level or equivalent.  The post holder must have an excellent telephone manner and communication skills. S/He must have a proven ability to use Microsoft Applications, in particular Word and Excel. The post holder will have client/customer services experience and be confident in decision making against a clearly defined set of criteria. 

4. Budget

No budgetary responsibility.

5. Purpose of the Post  
To provide comprehensive support for the operation of admissions processes within the School, liaising closely with central admissions departments.  S/he will be a point of contact for new student enquiries. The post holder will be support the co-ordination of Schools and College Liaison activity for the School.
6. Main Duties

· To be the key contact within the School for all admissions enquiries.
· To process decisions on standard Undergraduate and Postgraduate applications using established guidelines(in conjunction with academic staff where necessary).
· Implement administrative systems in co-ordination with Central Admissions and academic staff as required in the application decision-making process.

· Communicate regularly and methodically with Central Admissions staff, setting up processes for liaison with the central team for the efficient turning around of applications, and for monitoring the effectiveness of these processes.

· To support the School Manager to co-ordinate the Schools contribution to Clearing, working closely with administrative and academic staff and Central Admissions.

· Participate in a range of activities associated with marketing and student recruitment, including University and School Open Days.
· Organise, minute and service meetings as required.
· Handle admissions enquiries, knowing when to refer to academic staff, providing a high quality of customer service at all times.

· To work closely with and support the work of the Admissions and Marketing Team in completing the work on behalf of the School. 

· To provide cover for the Admissions and Marketing Team during times of absence and to proactively support and/or resolve queries related to other departments and school wide activity.

· Proactively and routinely provide data on student recruitment and admissions as required. To assist with gathering information and data on competitors and market demand (and any other data related to student recruitment) as required. 
· To support the School’s liaison with the Education Partnership Unit/School in the effective organisation of School & College Liaison events as required. Including School or College visits or specific School events.
· Ensure that all relevant documents are collated and archived in accordance with University policy and be responsible for the safe disposal of all confidential waste.

· Assist at Welcome Week and other student oriented events as required. 
· To utilise the Department’s customer enquiry system and be responsible for the tracking and follow-up of all admissions enquiries.

· To work across all University Campuses as required.

· Such other duties and responsibilities as may be required within the level of the post.
This job description sets out the duties of the post at the time when it was drawn up.  Such duties may vary from time to time without changing the general character of the duties or the level of the responsibility entailed.  Such variations are a common occurrence and cannot of themselves justify a reconsideration of the grading of the post.
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PERS 034

EMPLOYEE SPECIFICATION (to be derived from Job Description/PERS 001)

JOB TITLE:  Recruitment and Admissions Assistant
SCHOOL/DEPARTMENT: School of Technology
	ATTRIBUTE
	ESSENTIAL
	DESIRABLE

	Standard of General Education
	GCSE English and Maths


	A level or equivalent



	Academic Qualifications
	
	

	Professional Qualifications
	
	ECDL or equivalent

	General Skills/Experience
	Excellent telephone manner and communication skills. 
Proven ability to work to tight deadlines

Experience in client/customer services.
	Proven experience of sourcing relevant information or data e.g. internet research

	Specific Knowledge and Skills


	Demonstrable office and administrative experience. 

Proven ability to use all Microsoft software packages including Word, Excel 

Proven and confident decision maker against a clearly defined set of criteria.
	Experience in Minute taking and servicing committees
Experience of working with students

	Specific Qualities related to particular position


	Ability to work as a team member. 

Commitment to Equal Opportunities. 

Demonstrable ability to meet deadlines and prioritise work whilst under pressure, with a high degree of accuracy

Commitment to high standards of customer care.

Good organisational capabilities
	

	Other


	Commitment to Equal Opportunities

Commitment to Quality


Understanding of Data Protection legislation
	


Issued by: Ros Hampton (STech School Manager).............
Date of issue.....August 2011.............
School Manager





Recruitment & Admissions Assistant





Marketing Assistant








