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Job Description

POST:	Recruitment Administrator (0.5 FTE)
	
LOCATION:	The post-holder will be based at City Campus (North), but may be required to work at other campuses or transfer to another campus as appropriate


GRADE:		UW5


ESTABLISHMENT	200620
NUMBER:		


1. Organisational Chart



Reports to:		
School Manager

			




Postholder:		
Recruitment Administrator








2.	Contacts

Internal:	Academic staff; administrative and central services; applicants; students

External:	Private and public organisations; student sponsors and employers; members of the public; professional bodies, suppliers and agents; prospective students and enquirers across UG and PG portfolios; business and corporate clients; schools, colleges and partner institutions; local authorities; Chambers of Commerce


3.	Personal Specification	
As reflected in Employee Specification PERS034


4.	Budget
No budgetary responsibilities


5.  Purpose of the Post
· To provide comprehensive support to UWBS student recruitment
· To contribute to the team approach to administrative cover in the School.


6. Main Duties and Responsibilities
1) Work with the School Manager and Marketing Officer to coordinate and deliver recruitment activities and promotional events, including effective planning and management of University and School Open Days and preview events. 
2) Support the School Administrator in planning and delivering Clearing.
3) Collate and provide course content to inform marketing and promotional materials, using current course specifications, to include acting as a web editor of the School’s web pages in liaison with the School’s Marketing Manager.
4) Coordinate preparation of all student information and course guides to meet University deadlines, including ensuring the correct information is presented in e:vision and on the University website.
5) Work with International Administrator and Marketing Officer to prepare briefing documents for overseas promotion, especially to Overseas Regional Offices and agents.
6) Coordinate and contribute to preparation of student case studies.
7) Coordinate applicant nurturing activities.
8) Support the dissemination and promotion of the NSS.
9) Liaise with FE colleges and other key external partners in planning and participating in promotional events, exhibitions, summer schools etc., including identification of academic resource where required.
10) Provide administrative support for student recruitment activities, including mail shots.
11) Coordinate content for internal and external newsletters to readers including applicants, students and staff.


7.	Other Features of the Post
All members of the administration team will be expected to
a) Contribute to the team approach to administrative cover in the School.
b) Participate as required in student induction and enrolment; Open Days, Clearing; Congregation 
c) Promote equality and diversity in all activities and behaviours 

Undertake such other duties and responsibilities as may reasonably 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 responsibility entailed.

8.	Additional Information
The post holder will be required to undertake evening and / or weekend duties as part of his/her normal working hours or additional hours for which payment will be made or compensatory time off allowed in accordance with the Scheme of Conditions of Service for APT&C staff and any local agreement made under that scheme

9.	Data Protection Act (1998)
The post-holder will be familiar with the above legislation and will, at all times, bear in mind his/her responsibilities under the above act. Attention is specifically drawn to the need for confidentiality in handling personal data and the implications of unauthorised disclosure.

10.	Computer Misuse Act (1990)
The post-holder will need to have regard to the provision of the Computer Misuse Act 1990 and in particular to take such steps as may seem necessary to prevent unauthorised access to computer material (Section 1) and the unauthorised modification of computer material (Section 3)

11.	Health and Safety
The post holder may be expected to undertake emergency first aid training.  The post holder will be responsible for health and safety in the area under his/her control on a day-to-day basis, and must ensure, as far as is reasonably practicable, that he/she is familiar with all relevant Health and Safety legislation and recommendations and that these are observed within his/her areas of responsibility.  Attention is particularly drawn to the existence of the University's policy statement on health and safety at work, copies of which have been displayed on notice boards in the University (further copies may be obtained from the Personnel Services Department).  Any accident in the post holder's area must be entered in the accident book.

UNIVERSITY OF WOLVERHAMPTON					PERS 034

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

JOB TITLE:  Recruitment Administrator

SCHOOL/DEPARTMENT: University of Wolverhampton Business School

	ATTRIBUTE
	ESSENTIAL
	DESIRABLE


	
Standard of General Education

	A levels or equivalent qualifications

	

	
Academic Qualifications

	
	Relevant degree

	
Professional Qualifications

	
	ECDL or other relevant qualifications, or equivalent experience

	
General Skills/Experience

	Good office and administrative experience
Excellent literacy
Customer service experience, especially on the telephone 
Experience dealing with clients from a range of cultural backgrounds

	Experience of working in UK Higher Education
Knowledge of SITS  or similar student records system

	
Specific Knowledge and Skills

	Demonstrable ability to organise events 
Experience of handling telephone enquiries from a variety of external clients

	Experience of preparing effective marketing materials
Experience of successful web editing


	
Specific Qualities related to particular position

	Excellent interpersonal skills. 
Good organisational capabilities.  
Ability to meet deadlines with a high degree of accuracy working under pressure.
Proactive approach and ability to work with minimal direct supervision
Ability to form good working relationships with other departments
Ability to work collaboratively in a team

	

	
Other

	Commitment to Equal Opportunities
Commitment to quality	
Understanding of data protection and freedom of information legislation
Commitment to excellent customer service
Willingness and ability to travel to external clients
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