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				Job Description
 
Role Title: 			Admissions Manager
Dept:				Student Administration
Reference:		MPF1987		
Grade:			7
Full or Part time:    	Full time 
Hours: 			1.0 FTE 
Reports to:		Deputy Head of Admissions
 










Overview
Student Administration
The Directorate of Student Administration supports students and staff across the student lifecycle, from admission to progression and award, providing effective and efficient processes and guidance across all stages. 
The teams that make up Student Administration are:
· Admissions
· Student Records Management (including Enrolment and Graduation)
· Student Data and Systems
· Timetabling and Examinations
· Student Operations Support
· Programme and Operational Delivery
· Home Office Compliance
The teams are always working to improve administrative processes and systems, through collaborative working and continuous improvement. Student Administration colleagues work in partnership with our Academic Schools and other professional services to deliver excellent student administration for all students.
Admissions 
In an era of increasing competition, it’s paramount that the University’s admissions function remains highly responsive to the needs of its internal and external customers and that it supports the objectives defined in the University Strategy.
The Admissions Team receives and processes over 60,000 applications each year across a full range of undergraduate, postgraduate taught, postgraduate research, and degree apprenticeship programmes. The admissions process spans managing enquiries and applications through to registration.
The team are committed to fairness and transparency in the admissions decisions that are made, and ensuring that a first rate experience is offered to all our applicants and stakeholders.
This post is located within the <<Undergraduate / Postgraduate>> Admissions team but there may be opportunities for cross-working within Admissions and other teams within Student Administration.



Role Purpose
The ability to deliver an efficient, fair and customer-focused admissions service to candidates is of paramount importance to the University. This role supports the University’s strategies for student recruitment and admissions, including supporting centralised admissions decision making, enhancement of the applicant experience, increased diversity and improvement in applicant conversion.
This post manages the <<Undergraduate / Postgraduate>> Admissions team and ensures an efficient and effective admissions service to applicants and academic colleagues through managing the processing of applications and responding to enquiries from internal and external stakeholders.
The post also supports the Deputy Head of <<Undergraduate / Postgraduate>> Admissions on admissions projects and on developing and implementing robust processes and procedures.

Principal Duties & Responsibilities
Admissions service:
· Ensure that the <<Undergraduate / Postgraduate>> admissions service supports the University’s recruitment objectives through a focus on the applicant experience and ensuring applications are processed efficiently and within set time scales
· Ensure consistency and fairness throughout the admissions decision-making process by providing detailed knowledge and advice for stakeholders and with reference to the UUK Fair Admissions Code of Practice 
· Have an expert knowledge of commonly presented qualifications for admission and their suitability for admissions purposes and determine equivalences for new qualifications
· Working with other Admissions Managers oversee the annual update and review of the admissions function ensuring a smooth and efficient recruitment cycle launch
Customer service:
· Ensure a consistently high level of service is provided to internal and external stakeholders of the admissions operation, within agreed service standards, and resourcing where necessary
· Manage the delivery of a prompt and efficient enquiry management service
· Handling more complex enquiries from prospective applicants, applicants, colleagues across the University, and escalating accordingly in line with the complaints policy and procedure
Process and system development:
· Identify and progress opportunities to continually refine and improve business processes and supporting systems (e.g. Banner and the CRM) to ensure the most effective admission of new students, and that similarly support the aims of the varied admissions stakeholders
· In conjunction with the Deputy Head of Admissions, review information held within an admissions manual which documents all processes and associated procedures in respect to admission to all University programmes
· Play a key part in any admissions related reviews or projects
Monitoring and reporting:
· To be responsible for managing admissions data quality reports, undertaking sample internal audits, identifying errors and issues and taking appropriate action where necessary
· To review admissions application reports, monitor progress towards offer making targets, and provide management information to senior staff in Admissions, external partners, University departments and team members as required
Policy and compliance
· Ensure that admissions processes and procedures comply with relevant legislative requirements, e.g. General Data Protection Regulation (GDPR), consumer protection legislation, UK Visas and Immigration (UKVI) requirements for international students, criminal conviction checks, fitness to practice, etc.
· Ensure that the tuition fee assessment process is fair, equitable and applied correctly to all students, that students are assigned the correct fee status and that all necessary documentation is securely stored for audit purposes
· To be responsible for assessing applicant complaints/appeals in accordance with the procedure laid out in the University’s Admission and Retention Policy and making recommendations as appropriate to the Deputy Head of Admissions/Head of Admissions
Stakeholder engagement
· Act as the main point of contact for School Directors of Admissions and/or Conversion, and Admissions Tutors, on all aspects of the admissions policy, compliance and accepted procedures. Where appropriate attend School/Faculty management boards and service Student Administration committees as required
· Organise and participate in admissions events and training sessions (e.g. academic schools forums / roadshows, recruitment training sessions, Open Days, etc.) regarding all aspects of admissions processes and policy
Management:
· To manage a designated <<Undergraduate / Postgraduate>> Admissions team, and commensurate with line management duties be involved in all aspects of staff recruitment, induction, ongoing training and support, and performance development reviews
· Working collaboratively with senior Admissions staff, plan staff resources to meet fluctuating demands at different times of the year
· Deputise for the Deputy Head of Admissions and provide cover for other Admissions Managers during periods of absence
Occasional other duties:
· Occasional attendance at meetings and events (e.g. Open Days, etc) relevant to the work of the Admissions team
· Assisting Student and Academic Support colleagues where required (e.g. Registration)
· To participate in a planned programme of professional development in order to maintain growth in professional skills and knowledge
· To comply with the personal health and safety responsibilities specified in the University Health and Safety policy
· To engage with the University’s commitment to deliver value for money services that optimise the use of resources by maintaining a cost-conscious approach when undertaking all duties and aspects of the role
· To promote equality and diversity for students and staff, and sustain an inclusive and supportive study and work environment in accordance with university policy
Other duties
· Perform any other duties appropriate to the grade as may be required by the Head of School/Head of Division etc.
· Comply with the personal health and safety responsibilities specified in the University Health and Safety policy.
· To engage with the University’s commitment to put our students first and deliver services which are customer orientated, represent value for money and contribute to the financial and environmental sustainability of the University when undertaking all duties and aspects of the role.
· Promote equality and diversity for students and staff and sustain an inclusive and supportive study and work environment in accordance with University policy.
This role detail is a guide to the work you will initially be required to undertake.  It may be changed from time to time to meet changing circumstances.  It does not form part of your Contract of Employment.
Please note that all staff within Admissions are occasionally expected to work weekends and outside of normal office hours (e.g. over the Confirmation and Clearing period; usually the first weekend in August). With regards to the Confirmation and Clearing activity, the exact dates will be relayed to you in good time by your line manager and leave during these periods will not normally be granted. 
Please be aware that during exceptionally busy periods, it is also necessary to restrict annual leave.

Person specification follows on next page 



Person Specification
The successful candidate should demonstrate the following, which are ‘Essential’ (E) or ‘Desirable’ (D), and will be assessed by Application Form (A), Interview (I), Presentation (P), or Test (T), as indicated. 

Qualifications 
1. A general education to include three passes at A level, or an equivalent educational qualification
(E) (A)
2. Degree level or professional qualification, or relevant experience 
(E) (A)
3. Membership of the Association of Higher Education Professionals (AHEP) (formerly the Association of University Administrators)
(D) (A)

Knowledge
4. An understanding of the UK Higher Education system
(E) (A) (I)
5. A thorough understanding of the principals involved in customer service and office management in a large organisation
(E) (A) (I)
6. The principles of business process management and process improvement
(E) (A) (I)
7. An understanding of the importance of data quality
(E) (A) (I)
8. Knowledge of legislative requirements impacting admission to HE (e.g. equal opportunities, the General Data Protection Regulation (GDPR), the Freedom of Information Act, criminal convictions, tuition fee assessment, and UKVI immigration compliance, etc.)
(E) (A) (I)
9. Knowledge of UK and overseas qualifications and equivalences
(D) (A) (I)
10. Knowledge of UCAS and associated admissions processes
(D) (A) (I)
11. Working knowledge of Student Record Systems, preferably Banner and CRM
(D) (A) (I)


Background and Experience
12. Experience and proven track record in leading and motivating others to achieve results with a complex, busy office environment
(E) (A) (I)
13. A demonstrable record of delivering excellent standards of customer service
(E) (A) (I) (P/T)
14. Experience of liaising effectively and persuasively with staff at all levels, and external partners
(E) (A) (I) (T)
15. Experience of working independently, as well as part of a team, and of dealing with conflicting demands and priorities
(E) (A) (I)
16. Experience of monitoring, interpreting, and analysing large volumes of complex statistical information, drawing evidenced based conclusions, and producing related reports
(E) (A) (I) (P/T)
17. Experience of independent decision making
(E) (A) (I)
18. Experience of managing a team in a Higher Education setting, preferably Admissions
(D) (A) (I)
19. Experience of delivering training and support in an administrative setting, including the production of training materials 
(D) (A) (I)
20. Experience of working with complex databases, preferably Banner student record system and MS Dynamics CRM
(D) (A) (I)
21. Experience of using data querying tools (e.g. Power BI)
(D) (A) (I)

Skills and Competencies
22. Ability to lead and motivate a team and to apply available resources to optimum effect
(E) (A) (I) (T)
23. Excellent organisational and time management skills with the ability to manage own workload and that of others, and work to tight deadlines
(E) (A) (I)
24. Demonstrable change resilience
(E) (A) (I)
25. Excellent written and verbal communication skills, with the ability to communicate effectively with a wide range of people, especially where tact and discretion are required
(E) (A) (I) (T)

26. Excellent IT skills including use of complex databases and Microsoft Office
(E) (A) (I)
27. Initiative, exceptional problem-solving skills, and a willingness to challenge conventional methods
(E) (A) (I) (P/T)
28. Ability to review procedures and processes, ensuring they are fit for purpose and maximise efficiency, make recommendations for improvements as identified and implement agreed changes
(E) (A) (I) (P)








image1.jpeg
University of

Salford




