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Job Description

	Job title:

	UG Admissions Selection Officer

	Department/School:

	Student Recruitment & Admissions

	Grade:

	6 (variable 0.8 – 1.0 FTE)

	Location:

	University of Bath premises



	Job purpose


	The Undergraduate Admissions Team is responsible for managing all undergraduate applications to the University, currently 32,000 per year.

You will play a key role supervising our selection team, who form the core of our operation. Sharing responsibilities with the other UG Admissions Selection Officer(s), you will oversee the day-to-day work of the team, support UG Selectors with their priorities and queries and ensuring the smooth delivery of selection activities.

You will work as part of a close supervision team, supported by the UG Admissions Manager (Selection). In addition to direct line management for several UG Admissions Selectors, you will support colleagues with the supervision and support of the whole team to provide a consistent environment for all staff.

In addition to these core responsibilities, you will deliver selection for a small portfolio of undergraduate courses, including assessing applications, processing decisions, and responding to course-specific enquiries. You will also contribute to targeted initiatives with our Department of Sport Development & Recreation, supporting our consideration of applicants who are high performance athletes. As part of this you will be a key contact point for our sports coaches and support their work liaising with prospective students.




	Source and nature of management provided 


	Line management is provided by the UG Admissions Manager (Selection).



	Staff management responsibility


	You will directly line manage a number of UG Admissions Selectors, sharing  supervision of the whole team (approximately 12 staff) with other UG Admissions Selection Officers. 



	Special conditions 


	Occasional weekend work may be required for which time-in-lieu is provided, such as attending University Open Days (usually held in June and September). 

Some off-campus travel may be required from time to time. 

Annual leave during July and August will be limited due to the responsibility of the UG Admissions Team for Clearing and exam results.



	Main duties and responsibilities 


	You will be expected to: 

	General admissions responsibilities – all undergraduate courses

	1
	General admissions responsibilities – all undergraduate courses

Contribute to core selection and enquiries activities university applicants, including:

· Fairness and equity – ensure the principles of fairness and equity are embedded and emphasised in all admissions-related work and decision-making
· Selection - assess applications and process or check decisions through careful application of agreed selection criteria and practice and university policies
· Enquiries - respond professionally and with appropriate advice and guidance to enquiries from prospective students and their parents, teachers, advisors and agents regarding on a wide range of topics (in person or via phone, email or other designated channels)
· Fee status - assess and process or check fee status decisions for undergraduate applicants, applying relevant UK Government regulations and internal practice
· Communication - engage with applicants or their representatives as needed to gather additional information in support of the application process
· Support academic colleagues - work collaboratively with academic colleagues on selection for their courses in support of academic department priorities
· External engagement – engage with external organisations such as UCAS, universities, student recruitment agents, exam boards, schools, colleges and other organisations as needed in the processing of applications 
· Qualifications expertise – develop and maintain personal expertise in common school leaver qualifications in the UK and elsewhere, including understanding of the University’s general approach to entry requirements
· Record maintenance – keep accurate records of admissions decisions and ensure all activity is processed correctly in the relevant systems. Ensure all data protection policies are observed at all times.
· Recruitment activities – provide occasional support for in-person or virtual recruitment and outreach activities such as open days, recruitment fairs, webinars, or live chat sessions


	Role responsibilities

	2
	Supervise selection and enquiries activity

Working in partnership with fellow Selection Officers, take responsibility for the day-to-day delivery of selection teams, dynamically balancing team priorities to ensure effective delivery of admissions for all courses in the portfolio:

· Supervise the performance of Admissions Selectors: allocate and monitor priorities to balance selection and enquiry activities, approve and monitor leave, hold regular staff meetings
· Support Admissions Managers in identifying delivery gaps and reprioritising staff resource to cover as appropriate
· Provide the first point of guidance and support for Admissions Selectors in all aspects of their work
· Deliver supporting processes, such as fraud prevention and similarity detection procedures, for applications in the portfolio


	3
	Selection for a portfolio of course

Deliver selection activity for an assigned and changeable portfolio of courses:

· Take responsibility for personal prioritisation and workload management to ensure selection decisions are made in a timely and efficient manner
· Work with nominated academic colleagues to ensure they are appropriately informed and engaged in selection for their courses
· Respond to course-specific enquiries in a timely and consistent manner
· Develop understand of course-specific requirements and suggest improvements to selection criteria and processes


	4
	Management of staff

Working in partnership with fellow Selection Officers, supervise the recruitment, training and development of staff within the selection teams:

· Participate in the recruitment of staff into the team as required, in conjunction with the Deputy Head of UG Admissions
· Develop and deliver training and guidance to the team, ensuring that all staff have appropriate skills and are able to use University systems and processes effectively and have opportunities for staff development. 
· Provide line management for designated Admissions Selectors to develop their skills both individually and as a team so that they can provide the best service for all stakeholders
· Undertake performance reviews for Admissions Selectors and support their development through relevant opportunities
· Identify and appropriately escalate staff management issues arising within the team, such as those related to performance management, sickness and absences and additional pastoral support needs.


	5
	Training and resource development

Deliver regular training and briefings for admissions staff to maintain a high level of understanding of admissions processes and practice throughout the admissions cycle:

· Deliver training and briefings as needed for admissions staff
· Ensure the whole team is signposted to appropriate resources and process documentation to direct their activities, expanding on developed resources as needed
· Ensure relevant documentation, such as selection criteria and contact lists, are accurate, up-to-date and adhere to set formats and standards at all times 


	6
	Supporting specialist selection

Support colleagues in Sports Development and Recreation with activities aimed at prospective students and deliver admissions initiatives focused on high-performing athletes:

· Oversee the delivery of processes for identifying high-performing athletes within the applicant pool, liaising with sports coaches as appropriate
· Provide advice and guidance to internal and external stakeholders on the role of sport within admissions and relating to the specific needs of high-performing athletes when considering joining a university
· Interpret and apply any specific admissions practice relating to high-performing athletes to individual applicant cases


	7
	Quality assurance and compliance

Ensure all activities comply with relevant university and external requirements:
· Develop, maintain, interpret and apply knowledge of University’s policies, codes of practice, regulations and procedures as they relate to UG admissions
· Take responsibility for the integrity of data, ensuring that student records are accurate and to suggest and implement improvements where appropriate
· Ensure all admissions decisions are consistent with externally set admissions rules and principles, practice and regulations and all activity meets UK Visas & Immigration (UKVI) compliance needs

	8
	Customer care

Ensure all activities prioritise applicant interests in the delivery of services:

· Ensure that services are targeted at applicant and pre-applicant needs and meet agreed standards of delivery
· Supervise selection teams’ delivery of a high quality, responsive enquiry service 
· Foster effective working relationships with internal admissions stakeholders, ensuring their needs are also prioritised within the service


	9
	Support admissions leadership

Support the leadership team of Undergraduate Admissions with their responsibilities as needed, including:

· Advise and assist the development of operational plans
· Support office management activities
· Produce management information, using appropriate reporting tools as needed
· Contribute to the development of general or specialist admissions policy and practice
· Contribute to relevant admissions and recruitment projects
· Represent the work of undergraduate admissions internally or externally



	You will from time to time be required to undertake other duties of a similar nature as reasonably required by your line manager. You are required to follow all University policies and procedures at all times and take account of University guidance. 
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Person Specification

	Criteria
	Essential
	Desirable

	Qualifications
	
	

	A first degree or equivalent professional experience
	
	P


	Experience/Knowledge
	
	

	Experience of working in an admissions environment
	

	P


	Experience of working in a customer-focused environment
	P

	

	Experience leading or managing staff
	
	P


	Knowledge of current issues within the Higher Education Sector
	P

	

	Understanding of the UCAS application process and admissions services
	
	P


	Experience of providing information, advice or training
	P

	

	Knowledge of UK Level 3 qualifications and/or knowledge of the secondary education system
	P

	

	Skills
	
	

	Good IT skills including the use of email and Microsoft Office (Word, Excel, etc) 
	P


	

	Excellent verbal and written communication skills 
	P

	

	Effective interpersonal skills, whether dealing with students, academic staff, external organisations or other members of the team
	P

	

	Confidence using databases and reporting tools
	P

	

	Competence using SITS or similar student records database
	P

	

	Attributes
	
	

	Ability to work with both speed and to a very high degree of accuracy with a high attention to detail
	P

	

	Maintain an enthusiastic and professional attitude
	P


	

	Ability to work effectively in a team and independently
	P

	

	Ability to manage competing demands and independently prioritise work to meet agreed objectives.
	P

	

	Commitment to high quality of customer service
	P
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