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This form lists the essential and desirable requirements needed in order to do the job.

	Job Title: 

	Senior Admissions Officer (Undergraduate)
	Job ref no:
	EXR-0135-26

	Grade: 

	5
	Department:
	External Relations

	Accountable to: 
	Admissions Operations Manager
	Responsible for:

	

	PS created by/ or reviewed by:
	Head of Admissions and Applicant Services
	Date PS created/ reviewed:
	22/05/26



	Evidence

	Competency
	Essential
	Desirable

	1. Experience of Educational Administration


	· Experience of working in a Higher or Further Education setting, or a related organisation such as a professional body

· Experience of working in a customer-focused administrative role

	· Experience of supporting or overseeing the work of others in a team environment

· Experience of working with SITS and an understanding of its advanced admissions functions. 

· Experience of working with UCAS

	3. Skills 



	· Ability to manage own workload and meet agreed deadlines. 

· Strong organisational skills and attention to detail. 

· Confident using IT systems and handling data accurately. 

· Ability to review and follow procedures. 

· Proactive and flexible approach to work.

· Ability to assimilate information quickly and effectively
	· Ability to identify and suggest improvements to processes. 

· Willingness to support and guide colleagues in learning tasks or systems.

	4. Communication


	· Excellent written and verbal communication.

· Ability to produce a good standard of written documentation

· Ability to interpret complex rules and regulations and convey these in a simplistic way.
	

	5. Behavioural



	· 
	· Ability to stay calm under pressure and manage competing priorities. 

· Able to use initiative and work independently where needed. 

· Professional and respectful approach when dealing with sensitive or confidential information.



	

	6. Special Requirements
	· 
	· Willingness to work additional hours during peak periods (e.g. A-level Results and Clearing), with notice. Annual leave may be restricted in August and December due to workload. 

· Willingness to travel to the RVC's Hertfordshire campus as needed.
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