WIRRAL METROPOLITAN COLLEGE

JOB DESCRIPTION

	JOB TITLE:

Admissions Administrator 
(37 hours per week)
	DEPARTMENT/AREA:

Admissions
Student Support
	POST REF:

RQ520


	RESPONSIBLE TO:
Team Leader -  Admissions
	 GRADE:  3
 JOB FAMILY:  Business Support
 HSP RANGE: H7-14
 SALARY RANGE:  £15,281- £18,498 pa pro rata


	MAIN PURPOSE OF ROLE:
To provide, as part of a team, a centralised administration service for potential students and curriculum staff to support all aspects of the application process from promotion through enquiry, application to enrolment and progression, ensuring a consistent, high quality service for internal and external customers. 

The admissions team cover from 8.30am to 4.30pm Mon-Thu and 8.30am to 4.00pm on Friday, in addition Admissions Administrators participate in a rota to ensure availability during open days, events, assessments and enrolment requiring occasional evenings and weekend working.  This post will be based at our Conway Park Campus with occasional working at other College sites or external venues as business needs demand. 



Main Duties and Responsibilities
1. Work as part of a team of Admissions Administrators with responsibility for providing a coherent administration service for enquirers, students and staff through all phases of the admissions process from enquiry to enrolment.

2. Work with other college staff regarding the administration and customer service activities associated with admissions.

3. Use appropriate skills and information sources to interpret customer requirements that are made by telephone and electronically, in order to make appropriate response and referral.
4. Undertake accurate data input of personal, enquiry, application, interview and course information using the college information system, other web-linked databases and IT packages.
5. Identify and report course information updates required on the College Website. 

6. Support cross college activities, events and initial assessment which form part of the admissions process.
7. Take telephone and electronic bookings and payments as required.
8. Follow systems and processes in accordance with College procedures.
9. Work in a manner that promotes excellence in customer care. 
10. To promote equality and diversity practices across the organisation, working at all times in accordance with the College’s commitment to Equality and Diversity.
11. To undertake all duties confidentially in accordance with the Data Protection Act.
12. To participate in the College’s staff development programme taking responsibility for maintaining continuous professional development both in relation to the role and business priorities.
13. To participate in the College’s continuous improvement process engaging in self assessment and other quality initiatives aimed at becoming an outstanding College.
14. To be familiar, comply with and keep up-to-date with any policies and procedures laid down to ensure health and safety in the workplace.

In addition to the above the post holder may be required to undertake such other duties as may reasonably be required commensurate with your grade.

This job description is current as at the date shown herein.  Following the normal consultation process, it is liable to variation by Management to reflect or anticipate changes in or to the job.
Last Updated: November 2017
PERSON SPECIFICATION

	KEY ESSENTIAL CRITERIA
	Method of

Assessment

	Qualifications

· Maths at Level 2 (GCSE A-C or equivalent)

· English at Level 2 (GCSE A-C or equivalent)

	A,Q

A,Q

	Essential
	Method of

Assessment
	Desirable
	Method of

Assessment

	Qualifications
 
	
	· Relevant Level 2 Qualification eg. Business Admin, ICT, Customer Service


	Q



	Experience and Knowledge
· Experience of carrying out routine administrative procedures in a busy office environment.

· Experience of retrieving, inputting and updating client records using a bespoke database.

· Experience of customer care 
	A,I

A,I

A,I
	· Experience of working in administration in an education setting 


	I



	Skills and Aptitudes
· Have accurate functional ICT and administrative skills

· Ability to communicate effectively with a wide range of people using various methods

· Ability to interpret customer requirements and make appropriate response and referral

· Ability to identify and report relevant information updates required

· Be able to work well as an integral part of a team
· Ability to organise and manage time effectively, and work to deadlines.
	I
A,I
I

I

A, I

I
	
	

	Other Requirements
· Willingness to partake in evening and occasional weekend work as appropriate
· Flexible approach to working as there may be a requirement to work at other College Sites and outside venues as business needs demand.  
	I

I

	
	


Methods of Assessment

A
Application form



C
Case Study

P
Presentation/teaching simulation
E
Exercise/test

I
Interview



G
Group Discussion/exercise

Q
Evidence of qualification

