
 

 
Job Description 

 
Job title: 
 

Head of Postgraduate Taught Admissions 

Department/School: 
 

PGT Recruitment & Admissions 

Reports to: 
 

Academic Director of Postgraduate Taught Recruitment 
& Admissions 

Grade: 
 

8 (1.0 FTE)  
 

Location: 
 

University of Bath Campuses  

 
Job purpose 
 

This role will support the Academic Director of PGT Recruitment & Admissions in the 
leadership of the admissions process for Postgraduate Taught students for the Faculty 
of Engineering & Design, Faculty of Science and the Faculty of Humanities & Social 
Sciences.  

The postholder will play a key role in the creation of a collaborative work environment in 
which the Central PGT Admissions team works closely with colleagues in PGT 
Recruitment. Productive relationships are also neccesary with the Head of UG 
Admissions and key staff in the Doctoral College.  

The postholder’s efforts will be focused on strategic developments in PGT admissions 
that are aligned with efforts in the School of Management, Undergraduate Admissions 
and the Doctoral College. The postholder will ensure the high quality delivery of PGT 
admissions in line with the PGT Admissions strategy through direction of the 
Admissions Manager (Graduate Business Systems Development) and the PGT 
Admissions Manager (Graduate) in the leadership of the Central PGT Admissions 
selection team.  

The postholder will also take direct responsibility for the leadership of key projects. 
These will change as projects are delivered and others are initiated, but recent 
examples include the development of a new PGT application form and the construction 
of an entirely paperless system for PGT admissions. Future projects are likely to 
include the construction of an effective admissions process in support of the 
University’s distance learning ambitions. Rapid progression of projects like these may 
require the direction by the postholder of other members of the Central PGT 
Admissions Team in the conduct of activity linked to these projects. You will have 
responsibility for managing these projects, and effective engagement with project 
stakeholders will be essential. This may involve the leadership of formal project teams 
that report progress to a Project Board.  

The postholder will work in the context of an integrated recruitment and admissions 
function. People management skills, influencing skills, strategic insight and a proactive 
approach will all be critical in a role in which the postholder will need to lead, manage 
and motivate a team to reach its full potential. 

 
Source and nature of management provided  
Reports to the Academic Director of PGT Recruitment & Admissions. 



 
Staff management responsibility 
PGT Admissions Manager 
Admissions Manager (Graduate Business Systems Development) 
 
 
Main duties and responsibilities  
 
 
 Admissions  

1 Support the Academic Director of PGT Recruitment & Admissions in delivering a 
high quality PGT admissions process. 

2 Provide sufficient management and development of the PGT Admissions Manager 
to facilitate the appropriate delegation of operational responsibilities for the Central 
PGT Admissions Team.  

3 Provide sufficient management and development of the Admissions Manager 
(Graduate Business Systems Development) to facilitate the maintenance and 
improvement of business systems for PGT Admissions. Allocate the time of the 
Admissions Manager (Graduate Business Systems Development) in a manner that 
strikes a balance between the current needs of Admissions and the requirements 
of any projects led by the postholder.  

4 Oversee the building of a ‘team-based’ culture within the Central PGT Admissions 
team that ensures that, regardless of circumstances, all team members are fully 
conversant with processes and procedures so they can effectively contribute to 
any activity within the team. Provide appropriate developmental opportunities for 
all members of the Central PGT Admissions team, perhaps through involvement in 
admissions projects.  

5 The postholder will work with the Academic Director for Postgraduate Taught 
Recruitment & Admissions and the Head of PGT Recruitment to inform the setting 
of PGT recruitment targets. The postholder will have a central role in the design 
and interpretation of reports generated by the PGT Admissions Manager (e.g., 
admissions statistics) for use in setting and monitoring progress against PGT 
recruitment and admissions targets.  

6 Develop strategies, with the PGT Admissions Manager, to ensure that admissions 
targets are met. 

7 Use knowledge, experience and initiative to identify and manage risks and resolve 
complex issues. 

8 Recruitment of staff into the team as required, in conjunction with the PGT 
Admissions Manager.   

 Project Management  

9 Use the University’s project management methodology, processes and procedures 
as required, to ensure that project decisions are well-informed and justified.  

10 Manage the work of consultants, vendors and other external suppliers, allocating 
and utilising resources in an efficient manner and maintaining a co-operative, 
motivated and successful team. 



11 Communicate effectively and engender strong professional relationships within 
project teams, the department and throughout all levels of the University to 
maximise the delivery of projects. 

12 Report to Project Sponsors and Project Teams at agreed intervals and respond to 
their requests.  

13 Play a vital role in projects’ governance and decision-making structure. 

14 Keep records of projects’ risks, issues, progress and achievements. 

15 Implement project management tools to drive projects forward and meet project 
objectives, sensitive to when to be assertive and when to be supportive. 

In addition to University provided training and development, you will undertake sufficient 
personal and professional development as required, ensuring skills and knowledge are 
up to date so that the role is performed to the required level. 

You will from time to time be required to undertake other duties of a similar nature as 
reasonably required by your line manager. 

Some occasional travelling may be required, for example to user groups or conferences. 

 
 

Person Specification 
 

Criteria: Experience/Knowledge Essential Desirable 
Expert knowledge of postgraduate admissions with specific 
knowledge on international qualifications including an up-to-
date knowledge of new technology and its application to 
improve administrative efficiency and efficacy 

  

Significant experience of administering programmes and 
working collaboratively with academics in programme 
development 

  

Significant experience of managing and developing a 
professional / administrative team in a complex work area 
in a university or similar organisation 

  

Evidence of effective team working, engaging, mentoring 
and motivating others 

  

Experience of developing and implementing systems and 
processes 

  

Experience of working in a multicultural environment   
Knowledge of the political context of HE and future changes   
Excellent knowledge and application of standard IT 
packages and databases including web-based 
management information systems and web authoring 

  

Expert user of university systems (SAMIS, Business 
Objects, CRM) 

  

High level of literacy and ability to draft correspondence, 
reports, papers, briefing notes and service senior 
committees and / or Board meetings 

  

Proven experience of realising goals which cut across 
organisational boundaries 

  

Experience resolving queries about the funding status of 
applicants to PGT programmes. 

  



Evidence of working within specific frameworks e.g. Quality 
Assurance compliance 

  

 
Criteria: Skills Essential Desirable 
Able to communicate, advise, facilitate and influence staff  
effectively and professionally at all levels including the most 
senior staff 

  

Excellent written and oral communication skills including 
report writing  

  

The ability to convey complex issues and draft high quality 
position papers 

  

Excellent organisational skills   
Ability to lead, motivate and develop a team through 
change 

  

Ability to work as part of a team of senior administrative 
colleagues  

  

Ability to think strategically and develop and implement 
policy 

  

Ability to analyse and present complex data combined with 
effective decision-making skills 

  

Able to design, analyse and revise processes to deliver 
services in the most efficient way and meet changing 
requirements, balancing the needs of individual 
departments with efficiency benefits of aggregation and 
standardisation.    

  

Cultural sensitivity & awareness to deal appropriately at all 
times with international organisations & individuals   

  

 

 
Criteria: Academic Qualifications Essential Desirable 
Education to degree level or equivalent    
Postgraduate degree or professional qualification in a 
relevant management- related discipline 

  

 
 
 

Effective Behaviours Framework 
 
The University has identified a set of effective behaviours which we value and have found to be consistent 
with high performance across the organisation. Part of the selection process for this post will be to assess 
whether candidates have demonstrably exhibited these behaviours previously.  
 
Managing self and personal skills: 
Willing and able to assess and apply own skills, abilities and experience.  Being aware of own behaviour and 
how it impacts on others. 
   
Delivering excellent service: 
Providing the best quality service to all students and staff and to external customers e.g. clients, suppliers. 
Building genuine and open long-term relationships in order to drive up service standards. 
   
Finding innovative solutions: 
Taking a holistic view and working enthusiastically and with creativity to analyse problems and develop 
innovative and workable solutions.  Identifying opportunities for innovation. 
   

Criteria: Professional Qualifications Essential Desirable 
N/A   



Embracing change: 
Adjusting to unfamiliar situations, demands and changing roles.  Seeing change as an opportunity and being 
receptive to new ideas. 
  
Using resources: 
Making effective use of available resources including people, information, networks and budgets.  Being 
aware of the financial and commercial aspects of the University. 
 
Engaging with the big picture: 
Seeing the work that you do in the context of the bigger picture e.g. in the context of what the 
University/other departments are striving to achieve and taking a long-term view.  Communicating vision 
clearly and enthusiastically to inspire and motivate others. 
   
Developing self and others: 
Showing commitment to own development and supporting and encouraging others to develop their 
knowledge, skills and behaviours to enable them to reach their full potential for the wider benefit of the 
University. 
   
Working with people: 
Working co-operatively with others in order to achieve objectives.  Demonstrating a commitment to diversity 
and applying a wider range of interpersonal skills.  
   
Achieving results: 
Planning and organising workloads to ensure that deadlines are met within resource constraints.  Consistently 
meeting objectives and success criteria. 
   

 
 


