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POST TITLE:
Learner Recruitment Adviser
REPORTS TO:
Head of LRT 
OVERALL PURPOSE: 
To provide a high quality administration service across Learner Recruitment functions.
To provide a range of professional, first level information and advice to customers, referring to specialists where appropriate.

General Duties:

The post holder will:

1. Accurately and effectively process and administer applications across a range of funding streams, in line with College policies
2. Produce application statistics and reports when required. 
3. Provide initial information and advice to customers and where appropriate refer to other staff for in depth exploration of course and appropriate advice.
4. Provide high quality customer service at all times, responding to internal and external requests in a timely manner
5. Maintain a range of administrative systems and records relating to customers.
6. Attend events, where required, to promote the College to customers. 
7. Assist with the organisation and maintenance of an efficient and accurate filing system. 
8. Undertake training in clerical duties such as filing and operating clerical and administrative procedures as required
9. Maintain a high level of confidentiality and adheres to the Data Protection Act. At all times
10. Maintain a safe and healthy working environment in accordance with the College’s Health and Safety policies and procedures, in association with other Colleagues and Managers.
11. Operate within the College’s equal opportunities framework to achieve College Targets and establish parity of esteem.
12. Ensure the delivery of quality operations and/or service, in accordance with quality management.
13. Ensure that all relevant work activities underpin the College’s commitment to safeguarding children and vulnerable adults.
14. Undertake any other duties and responsibilities as may be determined by the Marketing Director.
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	PERSON SPECIFICATION 

Learner Recruitment Adviser

	Essential/Desirable

	How Assessed

	Education/Training/Qualifications

A minimum of Level 2 numeracy and literacy skills.

Relevant Level 3 Qualification E.g. Administration, IAG etc or be willing to work towards
	E
D
	A/I

A/I

	Skills/Knowledge
	
	

	Very well organised
	E
	A/I

	Ability to use a wide range of IT packages including Microsoft Office, e-mail and internet
	E
	A/I

	Knowledge and understanding of the curriculum post-16 and of the emerging 14-19 educational agenda 
	E
	A/I

	Awareness of the issues relating to transition from School/College
	D
	A/I

	Awareness of the barriers to transition post-16 including those relating to equality of opportunity
	D
	A/I

	Work Experience
	
	

	Experience working in the FE sector
	D
	A/I

	Prior work experience in busy administration role.
	E
	A/I

	Experience of using College Management systems (CMS) or Customer Relationship Management (CRM) systems 
	D

	A/I

	Interpersonal Skills
	
	

	Ability to work within a team
	E
	I

	Very Good communication and interpersonal skills
	E
	I

	Excellent administration skills
	E
	I

	Flexible and adaptable
	E
	I

	An enthusiastic approach and ability to communicate enthusiasm
	E
	I

	Other Factors
	
	

	Demonstrate a clear understanding of issues in relation to safeguarding children and vulnerable adults
	E
	A/I

	Demonstrate a clear understanding of equality of opportunity and diversity issues
	E
	A/I
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