
3


[image: ][image: ASFC Logo]
Student Admissions and Recruitment Manager – Adult and Higher Education
The Higher and Adult Education team is a small, dedicated team within the Sixth Form College, currently supporting around 300 adult learners each year across a wide range of provision. Courses span from GCSE programmes through to higher education and postgraduate teacher training, reflecting the breadth and ambition of our adult and HE offer. The team comprises a close-knit mix of teaching and professional support staff who work collaboratively to deliver high-quality programmes, effective student services and a positive experience for adult learners. We are proud of our adult students’ achievements, with many progressing on to excellent jobs and university places, and we celebrate their success each year through an annual awards evening.
This role is a great opportunity for someone who enjoys combining operational leadership with meaningful student-facing work. As Admissions and Recruitment Manager (Adult & Higher Education), you will play a pivotal role in shaping the experience of adult and higher education learners from first enquiry through to enrolment and beyond. You will take ownership of a complex admissions and recruitment landscape, ensuring that processes are accurate, compliant and responsive to the needs of a growing and diverse post-19 student community.
Working closely with the Assistant Principal and colleagues across marketing, finance, MIS and the curriculum team, you will lead and coordinate admissions, enrolment and recruitment activity across multiple funding streams. This includes higher education student loans, adult education funding, advanced learner loans and fee-paying provision. You will also oversee student finance administration, funding compliance and audit requirements.
You will line manage the Enrolment and Marketing Officer and a part-time administrator, overseeing the day-to-day operational work of the team. This includes responsibility for communications and publicity relating to the college’s adult and higher education offer, working in close partnership with the Enrolment and Marketing Officer and the college’s marketing team to ensure a coherent and effective external presence.
A key aspect of the role is to ensure excellent relationships that support a high-quality service for students entering higher and adult education programmes, including those validated by partner organisations. You will develop and maintain strong working relationships with external stakeholders, including university partners and GMCA, ensuring a clear and consistent understanding across the team of funding rules, admissions processes and the regulatory landscape for adult learners.
You will be responsible for putting in place streamlined and effective administrative processes across the admissions and recruitment function, ensuring efficiency, accuracy and a positive applicant experience. You will work closely with curriculum staff to support the achievement of recruitment targets across the adult and higher education provision.
You will also lead on key events central to the department, including open events and enrolment appointments, ensuring these are well organised, welcoming and effective in supporting prospective students to join the college, deploying staff from the department appropriately to support such activity.
We are looking for someone who is organised, confident and collaborative, with a strong eye for detail and a commitment to high-quality student services. You will be comfortable managing systems, processes and data, while also supporting colleagues and leading a small team. Above all, this role suits someone who values professionalism, inclusion and clear communication, and who wants to contribute to a service that plays a vital part in enabling students to access and succeed in higher and adult education.
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