
                                                                    
 
 
 
JOB DESCRIPTION        
 
This job description does not form part of the contract of employment but is provided for 
guidance.  The precise duties and responsibilities of any job may be expected to change over 
time: job holders will be consulted over any proposed changes before implementation. 

 

Job title: Admissions Officer 
 
Reports to: Admissions Manager 
 
Grade:  NG3 
 
 
Purpose: 
 
The main focus will be on the recruitment of undergraduate and postgraduate students for a 
portfolio of courses. To assess the applications for a number of courses, either 
undergraduate or postgraduate.  This will include the appraisal of applications and making of 
selection decision within agreed academic criteria.  For some courses this may involve 
working with academic admissions tutors to ensure fair and transparent admissions 
processes are adhered to. 

 
Principal accountabilities: 
 

1. To appraise applications to a portfolio of courses, making selection decisions within 
agreed academic criteria, admissions regulations and policy with the aim of meeting 
home and overseas recruitment targets for each and every course. 

 
2. To monitor the achievement of recruitment targets and extract data and information 

for the courses you are responsible for and to operate closely with academic and 
administrative colleagues to achieve these targets.   

 
3. To advise applicants on fee payment regulations and procedures and to assess 

information provided by applicants to make fee assessment decisions to ensure that 
all incoming students are liable for the correct level of fees according to their status. 

 
4. To ensure the data quality of applicants’ records for courses, in particular that the 

records include all data required for University returns and that the correct data is 
supplied for applicants requiring a Confirmation of Acceptance to Study (CAS) under 
UKVI regulations. 

 
5. To utilise positive and effective communications skills to provide a courteous and 

efficient information and advice service to applicants and potential applicants about 
the full range of educational opportunities offered by the University and to enhance 
the conversion of applicants to enrolled students. 
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6. To maintain and develop specialist knowledge of entry criteria and qualification 
equivalencies for courses.  In conjunction with the Senior Admissions Officer 
undertake research of home and overseas sources, for example, the Universities and 
colleges Admissions Service (UCAS) and NARIC ( the UK’s National Agency 
responsible for providing information and opinion on vocational, academic and 
professional qualifications from across the world); ensure that offers made to all 
applicants are fair and transparent. 
 

7. To ensure that interview and applicant days for courses are organised and delivered 
to match the expectations of internal and external customers.  

 
8. To communicate information to applicants regarding their application and enrolment 

and to participate in enrolment events. 
 

9. To contribute to the maintenance of operational standards and identify ways to 
deliver the continuous improvement of customer service levels within the Admissions 
Team.  
 

10. To provide specialist support for recruitment events held in the University and 
externally. 

 
11. Any other responsibilities within the competence of the post holder as may be 

assigned by the Admissions Manager or Head of Admissions. 
 
Context: 
 
The University receives between 45,000 and 55,000 applications per annum across 
admissions cycles for January and September enrolment. The post-holder will manage the 
admissions process of between 1500 and 3000 applications to courses through either or 
both the UCAS and the UKPASS services.   
 
Applications must be handled promptly, diplomatically and professionally in conjunction with 
staff from across the University. Expectations of the level of service provided both internally 
and externally are high and the importance of successful recruitment to each course to the 
university as a whole cannot be underestimated.  
 
All actions must be taken in accordance with regulations, policy, guidelines and deadlines 
laid down by the University and by government and external agencies, for example, UCAS. 
 
Dimensions: 
 
The Admissions Team is being centralised and will also have to support the application 
process where it includes interviews, portfolio reviews, auditions etc on campus. Members of 
the Admissions Team are expected to show a high level of support for their colleagues by 
sharing joint tasks and managing their own portfolios efficiently and with a high degree of 
accuracy. 
 
The post holder will be expected to work thirty-five hours per week, by arrangement with the 

Admissions Manager. At certain times of the year it may be necessary to work some 

overtime and annual leave cannot be sanctioned. 
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PERSON SPECIFICATION 
 

 Essential 
Criteria 

Desirable 
Criteria 

 
Qualifications 
 

A Level education or demonstrable 
equivalent skills and experience  
 

Educated to degree level 
or equivalent experience 

 Essential 
Criteria 

Desirable 
Criteria 

 
Training & 
Experience 
 
 
 
 

 
Administrative experience of working 
as part of a team in an office 
environment 
 
Knowledge and understanding of 
UCAS, UKPASS and University 
recruitment procedures. 
 
Experience of implementing policies, 
procedures, regulations and 
published guidance 
 

 
Knowledge of student 
record systems, 
particularly Tribal (SITS) or 
an equivalent student-
based package. 
 
Knowledge of the UKVI 
Regulations for students 
studying under Tier 4 of 
the Points Based 
Immigration System 
 
Experience in 
administration in Higher or 
Further Education. 

 Essential 
Criteria 

Desirable 
Criteria 

 
Aptitudes & 
Abilities 
 
 
 
 
 

Excellent communication skills both 
written and verbal  and the ability to 
develop close working relationships 
with a wide range of colleagues 
 
Adaptability and flexibility to identify 
and respond to new ways of working 
and new challenges 
 
High degree of accuracy in data and 
information analysis and 
presentation 
 
Attention to detail and the ability to 
organise in a systematic way a 
heavy workload, identify priorities, 
meet deadlines and work well under 
pressure 
 
 
Good command and confidence in 
the use of Microsoft office 
applications 

 



 4 

 
 
 
 

 Essential 
Criteria 

Desirable 
Criteria 

 
 
 
 
 
 
 

 
The ability to work independently 
and as part of a team  
 
To be able to work in an organised 
and methodical manner displaying 
attention to details to manage a 
heavy workload combined with 
competing deadlines 
 
Adaptability and flexibility to identify 
and respond to new ways of working 
and new challenges 
 
A self-motivated and pro-active 
attitude 
 
An understanding of and 
commitment to equal opportunities 
 
A positive attitude to work 
 
To have an understanding of 
individual health and safety 
responsibilities and an awareness of 
the risks in the work environment, 
together with their potential impact 
on both individual work and that of 
others. 
 
Fully committed to contributing to a 
stimulating learning and working 
environment, which is supportive 
and fair, based on mutual respect 
and trust, and in which harassment 
and discrimination are neither 
tolerated nor acceptable. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 


