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Recruitment Role Profile Form


Job Title: 


Head of UK Student Recruitment (Fixed term, part-time)


School/Department: 
Registrar’s Department – External Relations – Recruitment and Admissions
Job Family and Level:

Administrative, Professional & Managerial Level 5
Contract Status: 
This fixed term contract is to cover a short term requirement during a period of restructuring and will therefore cease at the contract end date of 31 December 2016
Hours of Work:


21.75 hours per week; must include Wednesday and Friday
Reporting to:
Deputy Director, External Relations (Recruitment and Admissions)
Purpose of the Role:


This is a senior post within External Relations, responsible for the management of student recruitment events but also for covering other aspects of the student recruitment area where required.  The post-holder operates at a strategic level, developing and implementing policies and procedures and relevant systems to enable the University to achieve its undergraduate recruitment objectives in line with Global Strategy 2020. 
	
	Main Responsibilities 
	% time per year

	1.
	Strategic Recruitment Planning, Analysis and Management

Support the University in achieving its undergraduate and postgraduate recruitment targets by:

· supporting the development and implementation of undergraduate and postgraduate recruitment plans in line with the University’s recruitment strategies and overall strategic plan
· developing and implementing annual operational plans to ensure the University’s undergraduate and postgraduate student recruitment aims, KPIs and priorities are met

· providing support to academic Faculties/Schools/Departments

· ensuring that recruitment activities are underpinned by an informed and robust knowledge and evidence base
· developing and implementing innovative and highly effective recruitment events, activities and services which lead the sector 

· ensuring high quality data capture and management to support recruitment at the University
	40%

	2.
	Leadership

Lead, manage, motivate and develop the team responsible for recruitment activities (line management responsibility for the Events team) to ensure an excellent level of customer service in accordance with specified service levels and to create a positive and supportive working environment.  This includes planning and organising the work of the members of the team and setting and reviewing targets.  
Manage personnel requirements of the team including recruitment, performance review and staff development. 
	30%

	3.
	Financial Management

Monitor and control a significant non-pay budget for event activities to ensure the most effective use of the University’s resources to deliver the aims and objectives.
	10%

	4.
	Engagement

Liaise and develop strong links with academic and administrative staff and provide a range of services including practical recruitment guidance and relevant staff training.

Proactively target areas that are in need of additional support.
	10%

	5.
	Representation

Monitor and contribute to student recruitment developments in higher education within the region and nationally in order to improve the service offered by the team.

Represent the University as required on external committees.  Attend and contribute to external events and conferences as required.
	5%

	6.
	Other Responsibilities

Act as a senior member of the Recruitment and Admissions team, undertaking specific responsibilities as requested and contributing strategically to senior team meetings and reviews.  Chair relevant team meetings and working groups.  Undertake ad hoc projects and duties required commensurate with the level of the post to contribute to the broader aims of the Registrar’s Department.
	5%


Knowledge, Skills, Qualifications & Experience

	
	Essential
	Desirable

	Qualifications/ Education


	· Degree level or equivalent plus considerable experience of working in the higher education sector in the UK.

	· A postgraduate or professional qualification or equivalent in a relevant areas.
· Chartered Institute of Marketing (CIM) Diploma or equivalent.
· Member of The Chartered Institute of Marketing.

	Skills/Training


	· Proven ability to lead a team, co-ordinate, guide and motivate others.
· Ability to think strategically, influence policy-making and manage change in systems and procedures.
· Commitment to the highest standards of service and to the regular review and enhancement of systems and processes.
· Ability to balance short-term operational pressures with long-term project and change programme delivery.
· Ability to make decisions and be accountable for them but also to delegate effectively.
· A sound understanding of both undergraduate and postgraduate student recruitment and admissions.
· Ability to interact confidently and easily with prospective and current students, their parents and advisers and academic and support staff as well as members of University senior management

· Well-developed organisational, time and project management skills with the ability to work effectively under pressure, to tight deadlines and with competing priorities.
· Excellent interpersonal skills – communicating, explaining, persuading, negotiating – in relation to staff at all levels and a range of external contacts.
· Excellent written communication skills with the ability to express complex ideas simply, clearly and precisely.
· Excellent creativity and vision and the ability to put it to effective use.
· Ability to manage substantial budgets in order to make the most effective use of the resources available.
· A good level of proficiency with standard IT packages, experience of the application of IT systems to enhance recruitment and an enthusiasm for new technologies.
	

	Experience


	· Significant professional experience in Higher Education administration, with particular emphasis on the student recruitment environment.
· Experience of leading, managing and developing staff.
· Experience of budgetary planning and financial management.
· Experience of delivering major projects and change programmes against demanding time and budgetary constraints.
· Experience of developing innovative solutions and practical implementation for strategic change.
	· Experience of using new technology to enhance student recruitment processes.
· Experience of Customer Relationship Management (CRM) systems and processes.


Decision Making

i)
taken independently by the role holder

	· Prioritisation of own workload and associated delegation of work to staff within the team

· Trouble-shooting system and procedural issues relating to student recruitment

· Decisions related to the most effective use of budget for recruitment activities
· Line management of recruitment staff including recruitment, performance review and staff development

· Advising and making recommendations to academic and administrative staff on their strategy and how to make best use of their student recruitment budget


ii)
taken in collaboration with others

	· Consult with Deputy Director (Recruitment and Admissions) when devising annual plans
· Consult with Deputy Director (Recruitment and Admissions) regarding significant budget spend

· Changes to staff responsibilities

· Planning of University-wide events


iii)
referred to the appropriate line manager (Deputy Director (Recruitment and Admissions)) by the role holder

	· Budgetary decisions for initiatives that involve additional resource including staff
· Promotion/re-grading of staff within the team

· Any problems or concerns with staff within the section


Additional Information
	This role is key to the work of External Relations as it provides strategic overview to core student recruitment activity contributing towards Global Strategy 2020 in addition to ongoing managerial and operational responsibility.



