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Job Description

	Job Title
	Admissions Adviser (Europe)

	Start Date
	Immediate; no later than 2 March 2015

	Contract
	Full-time; permanent

	Salary

	£30,000 to £40,000 p.a. depending on experience, plus generous benefits


Overall purpose of the post
To work as part of the Admissions Team to recruit students from the UK and other countries, initially in the EU/EEA.  
Main Duties
Relationship development
· Initiate and develop relationships with key people in secondary schools 
· Maintain the accuracy of school data and contacts 
Enquiry generation and conversion
· Generate high quality enquiries from suitably qualified students, and maximise conversion of enquiries to application
· Make presentations to diverse audiences, use telephone and email campaigns, participate in events and conduct personal consultations, to maximise application generation
· Assist with events such as Open Days, Open Lectures and UCAS fairs, host visits to NCH and accompany academics on school visits 
· At least 8 weeks’ travel outside the UK will be required in each year, including some travel at weekends
Application processing and conversion
· Maximise conversion of applications to enrolments
· Track and progress applications, to support application progress and conversion

Person specification
Education/training

· Educated to degree-level (E)

· Educated to degree-level in the humanities (D)
· Marketing qualification (e.g.: CIM) (D)

· Formal sales training (D)

Experience and knowledge

· Success in direct sales and/or student recruitment (E)
· Exposure to a forward-looking higher education environment (D)
· Thorough/in-depth understanding of fee-paying secondary education systems, ideally including the UK, Continental Europe and other countries (D)

· Knowledge and understanding of current trends that affect student recruitment (D)
· Fluency in one or more European languages (D)

Skills and aptitudes
· Strong interpersonal relationship skills, ideally coupled with with a wide range of current contacts (E)
· Free to travel independently outside the UK for at least eight weeks per year; additional travel within the UK will also be required (E)
· Flexibility to work outside regular office hours, including evenings and occasionally weekends (E)
· Excellent written and spoken English, including telephone skills (E)

· Presentation skills to engage and enthuse audiences of prospective students (E)
· Empathy and the ability to  develop rapport with others, especially applicants (E)
· Pro-active, target-driven and determined; able to work both independently and as a member of a team (E)
· Enthusiasm for and belief in the value of higher education and in studying the humanities, with the ability to present the College as a compelling proposition (E) 
· Ability to research and identify opportunities in the external market (D)
· Analytical skills to  evaluate different markets and segments (D)
· Ability to plan complex itineraries within constraints of time and budget (D)
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