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University of Derby Job Description
Job Summary
Job Title
Admissions Enquiries Advisor
College/Department 
The Registry
Location
Kedleston Road, Derby, DE22 1GB
Job Reference Number
0252-26
Job Grade
ATOS 4
Salary
£28,807 to £30,125 per annum (for exceptional performers, there is scope for further progression up to £34,643.75 per annum)
Reports To
Admissions Enquiries Team Leader
Line Management Responsibility
No
Job Description and Person Specification
Role Summary
The Admissions team provides a vital service to support the University in meeting its target for UK and International recruitment across all undergraduate and postgraduate programmes and courses.  
This role will focus on managing applicant enquiries, ensuring that information and guidance is accurate, timely and aligned with the admissions strategy and policies set out for the recruitment cycle. This will entail meeting Key Performance Indicators (KPIs) such as turnaround times and managing high and unpredictable volumes of enquiries during peak periods.   
The task of handling applicant email enquiries is digital and therefore confidence with working across various systems/technologies is key. In doing so, the post holder will understand and adhere to the sequence, process and data capturing needs to feed management information and external returns. 
The post holder will also be the initial contact for all face-to-face admissions enquiries, promoting and providing an excellent applicant service and experience. 
Principal Accountabilities
1) Dealing with all enquiries relating to admissions and the progress of applications across a range of programmes and modes of study including undergraduate and postgraduate taught programmes. 
2) Providing accurate advice and guidance to applicants, their families and other stakeholders ensuring that the service provided is delivered in a professional, efficient, sensitive, and courteous manner whether they are in person, by telephone or by email.
3) Working across a range of Social Media platforms to handle applicant enquiries. 
4) Communicating accurate advice relating to the progress of applications, interviews and other stages of the admissions and selection processes, demonstrating a working understanding of admissions processes. 
5) Responding to enquiries in relation to admissions procedures to decide on correct course of action referring to the Admissions Advisors for resolution where necessary.
6) Assisting with the collection and uploading of applicant documentation for professional suitability checks and assigning tasks to the relevant Admissions Advisor for processing. 
7) Responsibility for processing direct applicant offer decisions, ensuring that applicants are kept informed of the next steps once they have made their decisions. 
8) Supporting application processing at key points in the cycle, particularly during Confirmation and Clearing and any other key timelines.
9) Participating in Recruitment, Admissions and Registry events such as Open days, Confirmation, Clearing, Enrolment and Graduation. 
10) Participating in any other duties as directed by manager and leaders within the admissions team.
11) Using initiative to resolve problems and queries relevant to responsibilities. 
12) Acting in a responsible, professional manner and comply with General Data Protection Regulations (GDPR) and data security legislation/policy. In doing so, ensure data is extracted, shared, handled, and stored appropriately and removed responsibly in accordance with the University’s retention policy. 
13) Attending all training and development opportunities as required to ensure a continuous high performing culture and customer experience. 
14) Assisting with the training and induction of new staff to help ensure a deep understanding of relevant procedures, systems, process, and accountability. This includes full participation in mentoring new team members in day-to-day activities. 
15) Adopting the University’s Core Values and Underpinning Behaviours. 
Person Specification
Essential Criteria
Qualifications
· Level 3 qualifications such as A-Levels, BTEC Extended Diploma or equivalent qualification
· GCSE Maths and English at Grade 4/C or equivalent or comparable knowledge and transferable skills gained through professional experience
Experience
· Experience of working in a team and meeting performance targets 
· Experience of working in a customer service environment
· Experience of dealing with a wide range of customers by telephone, email and face-to-face
· Experience of solving problems, effectively and efficiently
· Experience of using initiative in the performance of your duties and working without close supervision
· Experience of using Microsoft Tools (MS Office, Word, Excel, Outlook, Teams and contact databases
· Experience of working collaboratively across boundaries to achieve common goals
· Experience of building and maintaining strong working relationships at all levels across an organisation
Skills, knowledge & abilities
· Strong communication and interpersonal skills with the ability to develop and maintain effective working relationships with staff in the immediate workplace, across the Department and beyond
· Ability to communicate effectively with customers in writing, on the telephone, in person and across a range of social media platforms
· High level of accuracy and attention to detail
· Strong customer services skills
· Strong organisational and time management skills
· Good judgement of situations and people and the ability to respond appropriately and professionally
· Ability to adapt and be flexible
· Good analytical skills 
Business requirements
· Willingness to work outside of normal hours at times as relevant to achieving service delivery, targets and deadlines, including, when required, evenings and weekends
· Ability to work outside of normal working hours (including some evenings and weekends), to support the business during key University events, such as Graduation, Clearing and Open Days
· Willingness and flexibility to travel and work between University and external sites in a cost effective and timely manner as relevant to support staff, attend events, meetings, and/or undertaking any duties, as required, relevant to the level of the post
Desirable Criteria
Qualifications
· HND or equivalent 
· IT qualifications (or equivalent experience) eg web development, Share-point, MS 365, MS Teams 
· Customer service qualifications 
Experience
· Experience of working in an admissions/recruitment team. 
· Experience of working in the Higher Education sector. 
· Experience working with a Customer Relationship Management (CRM) system. 
· Experience in handling customer enquiries using social media platforms.
Benefits
The University of Derby believes in providing choice to our people suited to their needs or life stages. Offering a number of salary sacrifice options, a generous holiday entitlement of 26 days plus bank holidays and 4 concessionary days and a host of family friendly policies, mean that splitting your time and finances can be easier. For those with prospective students in the household, we also offer tuition fee support to partners and children and, not forgetting you, we offer financial support for accredited learning. 
Our competitive 'total reward' offering has something for everyone and looks to reward and recognise people in different ways. 
Core to the package is a competitive pay structure and generous public-sector pension schemes. Our pay structure allows for stepped progression in role and is reviewed against the market and, where applicable, awarding national pay awards annually. Further financial support is offered through our Financial Wellbeing Hub, not forgetting our generous pension contributions supporting your retirement fund within our Teachers’ Pension Scheme/Local Government Pension Scheme. 
Wellbeing at Derby features within our benefits options from our Employee Assistance programme through to our eyecare voucher scheme, not to mention the discounted membership for our on-site gym at our Kedleston Road campus. With our Inclusion and Wellbeing Networks, there really is support for everyone.    
We also facilitate ‘Give as You Earn’ options to donate to your preferred charities straight from your pay which enhances the amount your charity receives for your donation. 
At the University of Derby, we celebrate loyalty and achievements through our Staff Excellence Framework be it financially, or non-financially. We aim to foster a culture of boldness and brilliance in our people, and from a simple thank you through to a local awards ceremony, we recognise and celebrate notable achievements of our colleagues.   
For more information on the benefits of working at the University of Derby go to the Benefit pages of our website. 
Our People  
The University of Derby is committed to fostering an open, inclusive and diverse community where everyone is treated with dignity, fairness and respect. We are committed to advancing equity, diversity and inclusion regardless of age, disability, gender identity, marriage and civil partnership, pregnancy and maternity, race, religion or belief (or none), sex or sexual orientation. 
As a Disability Confident employer, we are committed to inclusive recruitment and welcome requests for adjustments throughout the recruitment process. Applicants may choose their preferred title, including 'Mx', and may share preferred pronouns if they wish. We also use anonymised shortlisting to help reduce the potential impact of unconscious bias. For more information on equity, diversity and inclusion at the University of Derby, please visit our website.  
We are also committed to promoting academic freedom and freedom of speech and expression within the law, in line with our Code of Practice, and value diversity of thought alongside diversity of backgrounds and experiences. 
However you identify, we welcome applications from people whose experiences, perspectives and talents will contribute to our inclusive, supportive and intellectually vibrant community. 


Sensitivity: Internal

image1.png




