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This form summarises the purpose of the job and lists its key tasks
It may be varied from time to time at the discretion of the College in consultation with the postholder

	
Job Title: Admissions Officer

	
Job ref no:  EXR-0031-26

	
Grade: 4

	
Department: External Relations

	
Accountable to: Deputy Head of Admissions
	
Responsible for: 




	Job summary:
The post-holder, in conjunction with the other Admissions Officers, will provide administrative support to the Admissions Team and, in particular, the Senior Admissions Officers, who will provide day to day supervision. They will be the first point of contact for enquiries from both prospective applicants and applicants and provide advice and guidance in an efficient, effective and professional manner. They will provide clerical and administrative support for key admissions activities including making initial checks and screening of applications, processing documentation and updating applicant records, as well as providing support for interviews, visit days and confirmation and clearing activities.

The work of the Admissions Team is split into different areas. The successful postholder will work within one of these areas but will be expected to work closely across the entire admissions service, providing support to other areas as required.

	Competency: Service delivery
Key tasks: 
· Responsible for ensuring all emails received are responded to within agreed service levels.
· Undertake initial screening of applications for allocated courses to ensure application completeness, requesting any missing documentation as required and creating applicant packs/files where needed.
· Work with the allocated Senior Admissions Officer to ensure the timely processing of applications, undertaking any course specific administration required.
· Undertake all necessary administration required as a part of the admissions process including sending emails to applicants, ensuring receipt of necessary supporting documentation and the production of offer letters/packs.
· Responsible for updating SITS with information relating to the processing of the application including processing of interview invitations, offer decisions and generation of correspondence.
· Ensure the accuracy and completeness of applicant records throughout the process and the timely processing of any additional information received.
· Support the organisation of interviews including room bookings, staff availability liaison and undertaking the preparation of paperwork.
· Manage individual workload to ensure compliance with agreed service levels.
· Support the Senior Admissions Officers with any other administrative activities as requested.
· Attend Open days, HE conventions and other recruitment and conversion events as required.
· Participate in the organisation of events to improve and aide conversion.


	Competency: Knowledge and experience
Key tasks :
· Ensure comprehensive understanding of commonly presented qualifications including overseas qualifications and their relation to RVC admissions requirements.
· Develop a detailed understanding of allocated course or courses, to enable the provision of accurate advice and guidance.
· Develop a good understanding of the additional requirements specific to RVC courses and the reasons these are required e.g. work experience, GCSEs.
· Good knowledge of College fees, scholarships and bursaries.
· Detailed understanding of student records (SITS) processes relating to applicants and admissions.
· Maintain a good understanding of the various applications systems used within Admissions (UCAS, VMCAS, in-house) and common terminology used in each.
· Maintain a general overview of full student lifecycle from enquiry to alumni and understanding of importance of admissions processes in maintaining student records and contribution to overall applicant and student experience.
· Develop and maintain a detailed understanding of the admissions process including understanding of government policy, fee assessment requirements and requirements for overseas applicants including UKVI policy etc.

	Competency: Communication
Key tasks: 
· Provide excellent customer service to all prospective student enquires from initial enquiry through to enrolment; 
· Ensure that enquiries are dealt with in a timely manner and within agreed service levels;
· Manage and own a wide range of complex enquires from a variety of customers (both internal and external);
· Where necessary, obtain additional information from colleagues and ensure that this information is passed onto the enquirer or that the enquirer is directed to the appropriate member of staff to deal with their enquiry;
· Maintain high levels of tact and diplomacy at all times, ensuring continual awareness of data protection regulations and the need for confidentiality.
· Ensure accuracy of data relating to enquiries within the student record system, CRM system or any other system used. 
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