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International Business Development Officer
Team:


International Marketing
Reports to:

International Student Recruitment and Marketing Manager

Location:

Chichester

Role Purpose
· To liaise with external organisations in relation to international student recruitment.
· To ensure that the recruitment of international students is carried out in an ethical manner to ensure the reputation of the College is maintained. Ensuring students are placed on the correct programme for individual abilities and career aspirations.
· To attend recruitment events as required by market demand, give presentations and deliver seminars as required.  This is a sales role that is target focused.
· To develop new links within current markets and to develop new markets for the recruitment of international students.
· To undertake international travel as required to fulfill the role and meet targets.  Long haul and short haul travel will be an essential part of the role.
Key Responsibilities

· To work with the International Student Recruitment and Marketing Manager, fellow Business Development Officers and the International Marketing Team to design an effective and cohesive sales strategy for the recruitment of international students on a global basis.
· To work with the International Student Recruitment and Marketing Manager, fellow Business Development Officers and the International Marketing Team to design effective sales materials to promote the College in a global market.
· To work with the International Marketing Team to develop market specific promotional/sales materials including e-marketing, press releases and social media.
· To work with the International Student Recruitment and Marketing Manager, fellow Business Development Officers and the International Education Manager to develop new curriculum programmes to meet market needs.
· Complete and maintain detailed client records on the College CRM system and use the data to develop sales strategies.
· Monitoring of application and enrolment data to develop new sales strategies.
Key Performance Indicators

This is a target-based role and performance will be measured on:
· Development of current clients, assessed against applications and enrolments.
· CRM usage data to measure; contact via email, post, telephone and personal visits.
· Social media updates, press releases, E-shots and website updates.
· Market analysis reports highlighting projected student numbers, competition analysis and client expectations of service.
· New client contacts developed.
· New markets developed.
· Contribution to departmental income targets.

Role Context

Chichester College expects staff to:

· Work within the context of the Group’s core values, code of conduct, quality requirements and continuous improvement ethos.

· Undertake their duties in accordance with Group policy and procedures, particularly with respect to:

· Human Resources policies and procedures;

· Equality, diversity and inclusion policies and procedures;

· The Group’s health and safety policies and procedures;

· Safeguarding and Prevent;

· The Group’s policy on the confidentiality of data stored electronically and by other means in line with data protection legislation.

· Keep abreast of developments in their own area of expertise and undertake staff development opportunities where identified and approved, subject to funding.

Evening and weekend work may be required.

You may be required to undertake such duties as may be reasonably required of you commensurate with this grade.

Work outside the College must not interfere with the effective delivery of your duties.  Additional work requires approval by the Chief Executive Officer.

Other supporting information can be found on the Group’s website.

This job description is current at the date shown below.  It is liable to variation by management in consultation with you to reflect or anticipate changes in, or to, the job.

	Criteria
	Essential/

Desirable
	How Assessed

	

	Qualifications

	Degree level
	Essential
	Application Form/ Certificates

	Teaching qualification
	Desirable
	

	CELTA/DELTA
	Desirable
	

	

	Experience

	Recent experience of student recruitment and responsibility of overseas markets
	Essential 
	Application Form/ Interview/ Presentation


	Experience of working overseas
	Essential
	

	Experience of student recruitment in the FE sector
	Desirable
	

	Experience of student recruitment in the English Language sector
	Desirable
	

	

	Knowledge

	UK education qualification framework
	Essential
	Application Form/ Interview/ Presentation

	UK English Language framework
	Essential
	

	UK English Language qualifications
	Essential
	

	UKVI visa system
	Essential
	

	Overseas education frameworks
	Desirable
	

	

	Skills and Abilities

	Effective written and verbal communication skills
	Essential
	Application Form/ Interview/ Presentation

	Effective presentation skills
	Essential
	

	Effective time management skills
	Essential
	

	Microsoft Office competent
	Essential
	

	CRM system competent
	Essential
	

	Confident at analysing data trends to make effective decisions 
	Essential
	

	Confident to produce and analyse reports to develop a coherent marketing strategy
	Essential
	

	Confident in the use of CRM systems to develop a sales strategy
	Essential
	

	Effective negotiation skills
	Essential
	

	Understanding of cultural differences in business
	Desirable
	

	Contract design, planning, communication and delivery where required 
	Desirable
	

	

	Attributes

	Committed to team work and team/college goals
	Essential
	Application Form / Interview

	Flexible approach to working 
	Essential
	

	Effective time management skills
	Essential
	

	A commitment to quality and professionalism 
	Essential
	

	Ability to work independently and make key decisions when required
	Essential
	

	Ability to work and travel overseas independently
	Essential
	

	

	Other Requirements

	Satisfactorily meeting the College’s employment checks – a Disclosure and Barring Service Check (including any relevant overseas checks), health assessment, references, qualifications and legal entitlement to work in the UK
	Essential
	Checks & Clearances 


Any appointment is subject to the Corporation’s terms and conditions of service.

	Working hours per week:
	37

	
	

	Working weeks per year:
	52

	
	

	Salary:  
	£24,691 per annum

	Performance related pay:
	Between 5% and 10% over target - £1,500 awarded to each role

Between 10% and 15% over target – £1,500 awarded to each role

Between 15% and 20% over target – £1,500 awarded to each role

Between 20% and 25% over target – £1,500 awarded to each role

There is no limit to the Performance Related Pay based on each 

5% over target earning £1,500 as per the scheme guidelines above.



	Holiday entitlement:
	The annual leave year runs from 1 January to 31 December.

24 days per annum.  In addition, the days between Christmas and New Year are not deducted from your leave entitlement.  

	
	

	Holiday restrictions:
	Leave cannot be taken on certain days designated by the Group, e.g. development and administration days.  Leave is to be agreed in advance with the line manager.

	
	

	Pension scheme:
	Permanent and fixed term staff (regardless of how many hours they are contracted to) are automatically opted into the Local Government Pension Scheme unless they elect to opt out of the pension.  The College contributes to this scheme and the employee contribution is determined by the level of actual pensionable pay and the guidelines given by the LGPS. Alternatively the employee may opt out within the first 3 months of employment. 
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