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JOB DESCRIPTION


	Job Title
	Admissions Officer (25 hrs)

	Scale
	H12-H13 (£17,477 - £17,987 pro rata)

	Workload
	25 Hours per week 

	HR Management provided by
	Admissions Adviser

	Main purpose
	To provide a first contact of initial advice, guidance and service to students and to deal with enquiries from internal and external customers by liaising closely with all College departments and building positive communication and relationships
To operate the college admissions processes for all applicants in a timely manner to ensure maximum enrolment


ACCOUNTABILITIES

	1
	Operate the college application process across the college recruitment year for all applications, as directed by the Admissions Manager.

	2
	Produce timely in year reports on applications data in order to analyse the figures to help inform further recruitment activities

	3
	Advise and support the curriculums input into the application processes.

	4
	Close working links with curriculum teams to ensure consistent communication and service to the above client groups

	5
	Dealing with and responding to all applicant and potential applicant enquiries in a professional and efficient manner

	6
	Ensure a high level of knowledge of the curriculum delivery portfolio of the college, so as to support the team in responding to all potential enqueries

	7
	Contribution to year-round, cross-college recruitment, admissions and enrolment activities (all target markets) 

	8
	Work closely with the Admissions Manager and all college teams and sections to develop and implement effective admissions processes and systems

	9
	Work closely with the Admissions Manager and other college teams and sections to develop and implement college enrolment systems to ensure a streamlined enrolment process throughout the year

	10
	Contribution to year-round, cross-college recruitment activities (all target markets) when required; open days, information sessions etc

	11
	Staff the front desk during opening hours providing admissions support to potential applicants.


PROCESSES

The Admissions Officer is involved in the following processes:

	1
	Processing enquiries and applications from students preparing to enrol. 

	2
	Arranging interviews and initial assessment slots for all students who have applied for courses

	3
	Ensure that processes are followed with regards to Internal Progressing students and that the correct information is processed and that students are enrolled in a timely manner to maximise student recruitment

	4
	Liaising with teaching staff to arrange interviews for students 

	5
	Preparing and sending communications to students in respect of their course application

	6
	Ensuring all students receive a timely interview and a timely course offer

	7
	Providing reports and statistics on student enquiry to enrolment status

	8
	Supporting all processes within the admissions function

	9
	Supporting all processes linked with enrolment

	10
	Equality and Diversity – actively support and implement the college’s Equal Opportunities policies.

	11
	Safeguarding – work to promote and apply the college’s safeguarding and safe recruitment policies


I acknowledge receipt of the above Job Description, detailing the duties and responsibilities of this post and confirm my acceptance of them.

Signed: ……………………………………………………………… Dated: ……………………………………

Print name: ………………………………………………………
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