[image: image1.jpg]



JOB DESCRIPTION

Job title:

Admissions Administrator
Reports to:

Enquiries & Guidance Manager
Overall Responsibilities:

1. To undertake administrative duties to ensure a high quality admissions experience for prospective learners 


2. To maximise the number of applicants successfully enrolling on a suitable course at College


3. To provide pre-entry information and advice to prospective learners of the College 
4. To provide a high level of customer service in line with the Matrix quality standard.
Main Duties:

1. Undertake all administrative tasks relating to the student application process, including checking and processing application forms, booking interviews and sending out interview and communicating induction/joining information  

2. Liaise with course managers to obtain up-to-date induction and joining information, including any book or equipment requirements or other course costs


3. Produce clear and accurate induction/joining instructions, and ensure they are kept up-to-date


4. Send induction information to all prospective learners on full-time courses


5. Communicate joining instructions to all prospective learners on part-time, short and commercial courses at Bedford and Shuttleworth Colleges, either by letter or email


6. Ensure learners are contacted promptly in the event of courses being cancelled or re-arranged, and process re-bookings or refunds as required

7. Obtain course rooming information for part-time courses and ensure this is communicated effectively to learners and Reception staff

8. Check all incoming applications for completeness and contact the applicant to obtain any outstanding information

9. Support College safeguarding procedures by checking applications for criminal convictions or any other concerns
10. Record information accurately and to deadline onto the College’s information system and produce reports as required


11. Track the progress of applications to ensure records are kept up-to-date and follow up applicants who withdraw or do not attend interviews
12. Provide administrative support for admissions to Shuttleworth College as required 

13. Undertake all administrative duties relating to applications from international students according to UK Border Agency requirements 

14. Ensure the international student application processes are updated and communicated 

15. Contribute to the provision of a high quality front line Enquiries and Guidance Service, including advising prospective learners about course booking procedures

16. Cover the Enquiries and Guidance Service and the enrolment desk in the evening team and support the learner enrolment process

17. Liaise with the Sales & Marketing department to ensure all necessary processes relating to employer-funded training are implemented
18. Liaise with the Sales & Marketing department to ensure course information sheets and joining instructions are consistent in content and quality
19. Provide cover for Reception as required


20. Work within Enquiries and Guidance Service standards and procedures for information, advice and guidance


21. Work flexibly as part of the wider Student Services team

22. Undertake any other associated duties as determined by the Enquiries and Guidance Manager.

Statutory duties:

· Safeguarding

To be responsible for promoting and safeguarding the welfare of children, young people and vulnerable adults and for raising any concerns in line with College procedures.

· Equality and Diversity:

To be responsible for promoting equality and diversity in line with College procedures.

· Health and Safety:

To be responsible for following health and safety requirements in line with College policy and procedures.

· Training and development:

To participate proactively in training and development including qualification development required in the job role.
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PERSON SPECIFICATION

Job Title:
Admissions Administrator
	
	Essential
	Desirable



	Qualifications/
Training


	· ICT qualification at level 2 or above
· Willingness to achieve Literacy and Numeracy Level 2 or equivalent or
· English and Maths or similar at GCSE grade A-C or equivalent
	· Business Admin qualification
· Safeguarding training

· A level or equivalent level 3 qualification

· Equality and diversity training



	Knowledge/
Experience


	· Evidence of high performance in previous roles/jobs

· Experience of working effectively with people from diverse backgrounds

· Evidence of understanding how to promote equality and diversity within the job role
· Experience of maintaining computerised and manual record systems
· Experience of working effectively in a customer focussed environment
· Experience of creating a diverse range of business documents and demonstrate high levels of written communications skills
· Experience of using the internet and sending emails

· Experience of continually updating own product/ service knowledge
	· Experience of working in a educational environment

· Experience of working in a  reception function and using a switchboard
· Knowledge of issues relating to client confidentiality

· Experience of cash handling and other payment methods


	Skills/
Abilities


	· Ability to communicate effectively and identify customer needs face to face, on the telephone and in writing

· Ability to prioritise and manage a busy and varied workload

· Ability to work on own initiative

· Ability to work within College policies and procedures

· Ability to work in a busy open-plan public access office 

· Ability to deal with peaks of activity in a calm and efficient manner

· Ability to quickly assimilate and apply new information

· Ability to communicate and liaise  effectively with College staff at all levels

· Ability to carry out College business as appropriate at all times and promote the College’s good reputation within the community

· Ability to work to and meet deadlines

· Ability to form appropriate working relationships and maintain professional boundaries
· Ability consistently to support a high quality learning experience for all students

· Ability consistently to create a welcoming and supportive environment for students and/or customers

· Ability to make a positive contribution to the team, valuing and respecting others’ expertise and contribution

· Ability to promote the College’s outstanding reputation and carry out College business appropriately and professionally at all times
	· Report-writing skills

· Ability to produce and analyse data



	Special
Requirements


	· Flexible approach to working times and arrangements

· Ability to work evenings and occasional Saturdays as required

· Willingness to work at other locations on an occasional basis, as required

· Willingness to undertake training as required
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