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JOB DESCRIPTION


Post: Student Admissions and Recruitment Manager (Adult & Higher Education)
Salary/Grade: NJC 15 – 18 £32,199:00 - £35,395:00
Working hours: 36 hours per week with flexibility to include some evening work during term time for activities such as open evenings and enrolment events. 
Responsible to: Assistant Principal: Teaching and Learning 
Main purpose of the post:
· To lead and manage an effective, high-quality admissions, recruitment and enrolment service for all Higher & Adult Education students
· To line manage the Enrolment and Marketing Officer and part-time administrator, overseeing all recruitment activity for post-19 students
· To oversee completion and maintenance of all relevant documentation and compliance requirements, including GMCA funding rules and HE partner compliance
· To oversee and coordinate student finance administration across HE and adult provision
· To lead on communications, publicity and applicant engagement for the adult and higher education offer, working with the Student Enrolment and Marketing Officer and wider college’s teams
· To ensure excellent relationships with students and partner organisations, supporting a high-quality service for those entering adult and higher education programmes
· To ensure a strong and consistent understanding across the team of funding, admissions and regulatory requirements within the adult and higher education landscape, including GMCA
· To develop and implement streamlined, effective admissions and recruitment processes that enhance efficiency and the applicant experience





Main Duties:

1 Management Information and Administration

1.1 Lead admissions processes, ensuring full compliance with funding rules, partner requirements, audit expectations, and eligibility criteria, across all funding streams.

1.2 Ensure accurate monitoring, reporting and audit readiness, maintaining accurate learner records and robust systems supporting admissions and recruitment activity.

1.3 Oversee application, enrolment and administrative systems and processes, ensuring they are efficient, accurate, user-friendly, and continuously developed to improve efficiency and the applicant experience.

1.4 Ensure the team has a clear and consistent understanding of funding, audit, admissions and compliance requirements, maintaining up-to-date knowledge and clear communication across the team.

1.5 Work closely with the Assistant Principal, Head of Department and curriculum teams to lead an efficient admissions and recruitment service across all post-19 funding streams and support recruitment targets aligned with curriculum planning.

1.6 Lead on recruitment and admissions services and events, including open events and enrolment activity, ensuring a high-quality, welcoming and efficient experience for applicants.

1.7 Oversee the college’s external communications and publicity for adult and higher education, working with the Enrolment and Marketing Officer and the Trust’s Marketing team, to ensure effective external messaging.

1.8 Maintain strong working relationships with GMCA and University partners, ensuring compliance with funding requirements and expectations.

1.9 Implement college policies and procedures, including self-assessment and quality improvement processes.

2 Teaching/Training

2.1 To support teaching and support staff with any admissions and student services information requirements.



3 Curriculum Development

3.1 Work in close partnership with curriculum teams to support recruitment planning, targets and growth across adult and higher education provision.

4 Staffing

4.1 Line manage the Student Recruitment Officer and part-time administrator, setting objectives, monitoring performance and supporting development.  

4.2 Oversee the operational work of the admissions and recruitment team, ensuring high standards of service delivery. 

4.3 Work collaboratively to share knowledge, develop good practice and ensure consistency across the team. 

4.4 Work flexibly to support key events and provide cover where required.

5 Students, Safeguarding and Discipline

5.1 Commit to safeguarding and protecting the welfare of children and young people and vulnerable adults by ensuring effective implementation of the safeguarding policy/procedures and Prevent Strategy.

5.2 Take responsibility for promoting good standards of behaviour and conduct in students by implementing college policies and monitoring/reporting breaches of college policy.

6 Student Voice

6.1 Contribute to mechanisms designed to capture student voice such as surveys or focus groups in order to improve the quality of provision and to respond appropriately to student needs.

7 Quality Assurance 

7.1 Working in collaboration with the team, produce an annual self-assessment report and action plan in line with the College’s planning and quality assurance procedures.




8 Equality and Diversity

8.1 Create a purposeful, positive and supportive environment, sensitive to equality and diversity.

9 Internal Communications

9.1 Attend relevant College events and meetings as part of the College’s meeting schedule.

9.2 Use the College’s systems, policies and procedures effectively to communicate issues as necessary.

9.3 Ensure the college community and wider Trust are aware of the department’s offer. 

10 Health and Safety

10.1 Attend safeguarding, health and safety, pastoral and curriculum team meetings as and when required.

11 Marketing and Liaison

11.1 Contribute to the marketing and promotion of the College through working with, and line management of, the Enrolment and Marketing Officer. 

12 Management of Resources

12.1 To ensure resources are efficient and effectively deployed, when needed.

13 Other 

13.1 Contribute to the College mission and ethos and support the aims and objectives of the College.

13.2 Follow and comply with the College’s policies and procedures as outlined in the Staff Handbook and take responsibility for the duty of care in respect the levels of Health & Safety across the College.

13.3 Participate in the Business Continuity Plan process and respond to emergencies following procedures laid down in the Business Continuity Plan.

13.4 Undertake any other duties of an equal nature as assigned by the Principal or their designated alternate.
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