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JOB DESCRIPTION

	Post:
	
Senior Admissions Officer (Higher & Adult Education)


	Salary/Grade:
	
NJC10 £27,733.00 Pro rata
£22,339.15 per year (Actual for TTO + 15 days)


	Working Hours:
	Full time, 36 hours per week, term time only +15days.
Flexibility to include evening commitments such as enrolment events, supporting reception services and being available to evening learners. There is a requirement to work a regular twilight on a Thursday. 

	Responsible to:
	Assistant Principal 


        
Main purpose of the post:

· To ensure an effective and thorough admissions and student support service for all Higher & Adult Education students. 
· To lead on an efficient admissions and enrolment cycle, working collaboratively with the Student Recruitment Officer and Evening Administrator, in the recruitment and enrolment of post 19 student. 
· To oversee completion and maintenance of all relevant documentation and checks in relation to admissions (including adhering to GMCA rules and HE contracts)
· To oversee and coordinate departmental administration of student finance – fee payments, student loans, GMCA funding, bursaries
· Line management of the Evening Administrator

Main Duties:

1. Operational/Strategic Planning

1.1 Work closely with the Assistant Principal and Head of Department to play a key role in running an efficient admissions service for post 19 students at the college across each of the funding types (adult education/GMCA funded, advanced learner loans, higher education student loans, trainee teachers, fee paying) 

1.2 To lead on admissions events in collaboration with the Student Recruitment Officer. Ensure completion of documentation and checking of required status evidence.

1.3 To keep up to date with changes to audit, funding and eligibility requirements, to update the team and implement any necessary updates to admissions and administration systems.

1.4 To oversee online application and enrolment processes for adult education and HE in collaboration with the Student Recruitment Officer.  

1.5 To oversee, with colleagues in finance, the reconciliation of payments from the college’s partner HEI at the census points.

1.6 To oversee, with colleagues in finance, the process for students applying for bursaries and student support (adult education and higher education). 

1.7 To oversee the on boarding of trainee teachers ensuring all statutory and compliance activities are complete in liaison with HR and the university (DBS, Barred list check, Statutory training)

1.8 To attend, with the Assistant Principal and colleagues in MIS and Finance, the monthly meetings with GMCA to check students have been enrolled and recorded accurately. 

1.9 To liaise with MIS colleagues and Exams about student enrolment and student records on a regular and as needed basis.

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

1.11 To implement college policies and procedures.

2. Teaching/Training

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

3. Curriculum Development

3.1 Contribute to discussions and planning around programmes and services for students as part of the wider Higher and Adult Education team, understanding recruitment targets and working towards meeting these with the wider team.

4. Staffing

4.1 To line manage the evening Administrative Assistant and oversee the work of the evening reception service, setting annual targets for this role and service, monitoring progress against targets.

4.2  Work collaboratively as part of a team to share admissions knowledge and share good practice.

4.3 To work flexibly to accommodate events such as admissions/enrolment events including one regular twilight evening a week as per of the working hours – see additional information.

4.4 To work flexibly providing cover for absent colleagues when required.

4.5 Participate in continual professional development to enhance and share good practice.

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 and monitoring/reporting breaches of the Student Conduct and Discipline policy.

6. Learner Involvement

6.1 Contribute to the implementation of the Student Involvement Strategy in order to improve the quality of provision and services and to respond appropriately to student needs.

7. Quality Assurance 

7.1 Working in collaboration with the Student Recruitment Officer, 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 teaching environment, sensitive to equality and diversity.

9. Management Information and Administration 

9.1 To lead practices for student admissions that meet the requirements of the student's intended programme, funding requirements and /or partner institution.

9.2 To manage the administration of student loans on the Student Loans Company's portal and keep auditable internal records of funds allocated.

9.3 To carefully monitor rules and regulations around fee remission for all categories of learners and to ensure these are applied within the admissions process.

9.4 Work with the finance team and the CFOO to complete the university partner payment reconciliation in line with the financial agreement, tracking late and outstanding higher education student payments, communicating with students to resolve this and ensuring records are maintained.

9.5 To manage the specific requirements of learner records for specific types of programme funding — this includes spreadsheets, financial records, tracking of evidence, enrolment paperwork and reports as required.

9.6 Ensure eligibility for funding of all learners following set criteria as laid down by the funding body.

9.7 To monitor targets and to provide reports of student numbers and records as required across classes and different funding modes, and ensure availability of such reports and records for audit with the support of MIS (Management Information Systems).

9.8 To work with MIS the post 19 Student Recruitment Officer and the Evening Reception Administrative Assistant to ensure the accuracy of MIS data on students, undertaking checks for accuracy and completeness.

9.9 To submit timely reports to support funding claims in liaison with College finance and MIS staff.

9.10 To maintain accurate learner records and administration systems to meet audit requirements of various external bodies for all adult learners.

10.  Communications

10.1 Attend relevant College events and meetings as part of the College’s meeting schedule.
10.2 Use the College’s systems, policies and procedures effectively to communicate issues as necessary.
11. Health and Safety
11.1 Attend safeguarding, health and safety, pastoral and curriculum team meetings as and when required.
12. Marketing and Liaison
12.1 Contribute to the marketing and promotion of the College in collaboration with the Student Recruitment Officer and wider team.
13. Management of Resources
13.1 To ensure resources are efficient and effectively deployed, when needed.
14. Other 
14.1 Contribute to the College mission and ethos and support the aims and objectives of the College.
14.2 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.
14.3 Participate in the Business Continuity Plan process and respond to emergencies following procedures laid down in the Business Continuity Plan.
14.4 Undertake any other duties of an equal nature as assigned by the Principal or their designated alternate.
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