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PETERBOROUGH REGIONAL COLLEGE

JOB DESCRIPTION

	 CAREER FRAMEWORK


	SPS(S)

	JOB TITLE


	Senior Admissions Officer

	LEVEL


	Band 5

	REPORTING TO


	Deputy Director 

	SUMMARY OF POST

To provide a high quality administration service and to facilitate the smooth, timely and efficient processing of student applications, interviews and data from first contact with UCP through to completion of enrolment, ensuring that UCAS, ARU , PRC and UCP guidelines and policies are adhered to. To coordinate the admission process and induction of new students and to coordinate the work and reporting of the admissions team.  You will contribute to the Access and Participation Plan monitoring and will support recruitment events and activities targeting hard to reach student groups.  This role will work closely with the Academic Office and Student Services and MIS to ensure robust data and enhanced student experience.


	KEY RESPONSIBILITIES 

· Acknowledge and record applications, request references, send offer letters, log receipt of acceptance and other requirements associated with the application process.

· Screening applicants to ensure all entry requirements are met.

· Supervise all data entry into admissions database, including entry of new student intakes, tracking of application documents, enrolment documents, etc.

· Arrange and process interviews and offers for candidates 

· Oversee the PRC HE application and offer process

· Supervise the HNC / HND Administrator

· Liaise with  the Student Advisor to ensure the effective enrolment of mitigating and intermitting students

· Ensure that University and UCAS deadlines for the processing of applications are met.

· Continue to develop effective systems to enable the implementation and monitoring of admissions policies and practices relating to students.

· Ensure the successful delivery of the Clearing and Confirmation Hotline activities in liaison with colleagues across UCP, PRC and ARU.

· Lead on the development of admissions policies and related practice.
· Lead the enrolment  process 

· Generate admissions and recruitment reports

· Liaise with MIS to ensure accuracy of data 

· Liaise with Course Leaders and managers to ensure an effective and responsive  service for applicants

· Undertake compliance training as required by UCAS

· Support Open Days and applicant events.



	OTHER DUTIES

· Delivering, promoting and supporting good practice in relation to Equality, Diversity and Safeguarding ensuring compliance with College policy and procedures.

· Promoting and consistently exemplifying both internally and externally the values and behaviours of the College’s vision

· Responsibility to co-operate, and for promoting and maintaining safe and healthy working environment and own health and safety 

· Commitment to safeguarding and promoting the welfare of young people, and vulnerable adults

· Undertaking any other duties and responsibilities commensurate with the level of the post as required




This job description is current as at the date of issue.  In consultation with the post-holder it is liable to variation to reflect or anticipate changes, in, or to, the post and the organisation.

	Person Specification



	Job Title:
	Senior Admissions Officer

	Reports To:
	Deputy Director 


	Criteria
	Essential or

Desirable

Criteria
	Assessment

Method

	· 
	
	A
	I
	T
	R

	Education and Qualifications

	· Level 2 qualifications in English, Math and IT
	E
	
	(
	
	
	

	· Level 3 qualification – academic or in relevant area e.g. admin
	E
	
	(
	
	
	

	· Level 3 line management qualification
	
	D
	(
	
	
	

	· Level 3 IT qualification
	
	D
	(
	
	
	

	Experience

	· Office administration experience  in record management and report generation
	E
	
	(
	(
	
	

	· Experience of customer care
	E
	
	(
	(
	
	

	· Experience of working within HE
	
	D
	(
	(
	
	

	· Experience of supervising staff
	E
	
	(
	(
	
	

	Knowledge

	· IT skills in MS Office including Word and Excel
	E
	
	(
	
	(
	

	· Knowledge of HE processes and audit requirements
	
	D
	(
	(
	
	

	Key Skills

	· Excellent communication and interpersonal skills with the ability to deal with challenging behaviour
	E
	
	
	(
	
	

	· Ability to work independently with good prioritisation and organisational skills
	E
	
	
	(
	
	

	· Effective team working skills with the ability to develop and maintain good working relationships with staff
	E
	
	
	(
	
	

	· Customer focused
	E
	
	
	(
	
	

	· Motivated and enthusiastic
	E
	
	
	(
	
	

	· Ability to take day to day leadership of the team
	E
	
	
	(
	
	

	· Ability to prioritise workload for the team to meet deadlines
	E
	
	
	(
	
	

	Other

	· Awareness and respect for colleagues, young adults and children’s cultural, religious and emotional needs and beliefs
	E
	
	
	(
	
	

	· Committed to safeguarding and promoting the welfare of children and young people
	E
	
	
	(
	
	

	· Commitment to College values:

· Student and employer centred

· Excellence

· Respect, openness and Trust

· Collaboration
	E
	
	
	(
	
	

	· Flexible approach to working practices 
	E
	
	
	(
	
	

	· Professional appearance and behaviour
	E
	
	
	(
	
	

	· Good previous attendance record
	E
	
	
	(
	
	(

	· Satisfactory enhanced DBS check + barred list for regulated roles
	E
	Pre-employment check


Assessment Criteria:  A = Application, I = Interview, T = Test, R = References
