
[image: logo-uob-resize[1]]
Job Description

	Job title:
	UG Admissions Selector

	Department/School:
	Student Recruitment & Admissions Office (SRAO)

	Grade:
	5

	Location:
	This post will be based at the Claverton Down campus, Bath and any other location of service run by the University of Bath



	Job purpose

	
As a member of the Undergraduate Admissions Selection Team, you will take responsibility for managing selection for a specific portfolio of courses across the year to achieve the University’s aims of admitting the most able and motivated students while providing a professional and efficient experience for applicants.  Working to criteria developed with Admissions Tutors, you will assess UCAS applications and on a day-to-day basis independently make and apply offers or unsuccessful decisions for these applicants in a fair, consistent and transparent way.  You will also be responsible for checking decisions made by other members of the team and for assessing the fee status of applicants.

The Selection Team also handle all enquiries from prospective undergraduate students and their representatives, including providing advice and guidance to applicants tailored to their specific circumstances in a helpful and professional manner.  

You will also be involved in representing the Admissions Team and the University as part of student recruitment activities, including occasional attendance at recruitment fairs. 

The overall work of the Selection Team is managed by the UG Selection Officers, one of whom will be your line manager.  Support with all aspects of the admissions process will be provided by Admissions Officers and Managers.

In making selection and fee decisions you will need to interpret and apply sometimes complex frameworks of criteria and regulations, including changing external requirements.  You will also need to consider the wider implications of individual admissions decisions, including monitoring overall offer numbers.  You will also need to maintain an understanding of both the UCAS process and relevant qualifications.  Due to the impact of incorrect admissions decisions for both students and the University, you will need a very high level of accuracy and attention to detail at all times.  This role will allow you to interact with a wide range of people both within and outside the University, so a friendly and professional manner is essential.




	Source and nature of management provided 

	
Line management is provided by one of the Senior UG Admissions Selection Officers.




	Staff management responsibility

	
You will not directly manage staff but may give work directions to student staff as required.  






	Special conditions 

	
Occasional weekend work may be required for which time-in-lieu is provided. Some off-campus travel is required from time to time. Time-off during the second half of August is limited due to the responsibility of the UG Admissions Team for Confirmation.




	Main duties and responsibilities 

	You will be expected to: 

	1
	Manage selection decisions for a specified portfolio of undergraduate courses across the admissions cycle, assessing UCAS applications against a framework of agreed criteria and in liaising with academic departments to ensure decisions are at all times fair, consistent and transparent and made in accordance with the University Admissions Policy.  Manage the application of criteria within the constraints of offer targets set by the Head of UG Admissions and notify admissions managers responsible for numbers management of any numbers issues as they arise. 


	2
	Ensure admissions considerations and decisions are accurately recorded through University Student Record System (or equivalent UCAS system, as appropriate).  Check the accuracy and validity of decisions made by other members of the UG Admissions Team.  Assess the validity of qualification documents provided by applicants and ensure all appropriate qualifications are correctly recorded for all accepted students.


	3
	Work closely with Admissions Tutors to develop admissions criteria collaboratively and through advising on qualifications and admissions practices, reach decisions on more complex applications. Liaise with administrative colleagues in academic departments to ensure the processing of selection decisions and department-based interviews recruitment activities are aligned and working smoothly.


	4
	With guidance from the Admissions Progression Officer, consider a range of contextual factors and circumstances that may affect applicant selection for individual cases and ensure due consideration has been applied in all decisions.  


	5
	Communicate directly with applicants and their schools to gather additional information on their circumstances as necessary.  Liaise with appropriate external organisations (UCAS, exam boards) to resolve queries or issues arising with an applicant’s qualifications or the application process.


	6
	Working within the complex framework of university fee regulations, assess and check fee status decisions for undergraduate applicants, ensuring all appropriate evidence is collected and collated.


	7
	Handle all enquiries made to the UG Admissions Team (in person, by phone or in any other medium) in a courteous and helpful way.  Act as the first point of contact for prospective students, their parents, teachers and advisors for your portfolio of courses, providing information, advice and guidance on all admissions matters in an independent and professional manner.  Monitor enquiries to the team through the CRM system and ensure all enquiries are responded to in a timely manner.


	8
	Maintain a thorough working knowledge of school-leaver qualifications in the UK and equivalences for relevant international qualifications.  Maintain a comprehensive understanding of the UCAS application timeline and specific UCAS processes (such as application amendments, EXTRA and Adjustment/Clearing).  Provide clear and consistent guidance to prospective applicants, their parents, teachers and advisors and to staff within the University on these areas.


	9
	Maintain clear, consistent, thorough, and accurate internal records of admissions criteria for your portfolio of courses and ensure that externally published requirements are accurate and up to date across the University’s website, UCAS search tools and related systems.


	10
	Ensure the University’s policies and procedures are observed when handling applications from students with criminal convictions or who will be under 18 at point of entry and when handling suspected fraudulent applications and signpost these applications to the relevant admissions specialist as appropriate.  Ensure all admissions decisions are consistent with UK Visas & Immigration (UKVI) compliance.


	11
	Support recruitment activities run by the Student Recruitment Team and Faculty Marketing Teams, including occasional attendance at recruitment fairs as a representative of the and participation in course webinars.


	12
	Conduct individual research on qualifications and entry requirements at competitor institutions to inform admissions practices and requirements. 


	13
	Conduct 1:1 session with applicants and students applying for Disclosure and Barring Service (DBS) checks for their studies at the University and provide appropriate guidance on completing their application.  Ensure DBS checks through the UG Admissions Team are accurate and compliant with the relevant rules and that student payments are appropriately handled and managed.  Contribute as necessary to document checking sessions as part of student enrolment.


	14
	Provide support to other colleagues in the selection team, including 1:1 training and supervision for new staff as required.  Proactively manage your workload, balancing your own selection and enquiry demands with 2nd checking responsibilities for the team.


	15
	Undertake other duties and responsibilities as requested by the Director of Admissions & Outreach, the Head of UG Admissions or you line manager from time to time.


	
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
	
	

	Experience/Knowledge
	
	

	Significant experience of working in an administrative role 
	
	

	Experience of working in a customer-focused environment
	
	

	Knowledge of current issues within the Higher Education Sector
	
	

	Understanding of the UCAS application process and admissions services
	
	

	Experience of working in an educational environment
	
	

	Experience of providing information and advice
	
	

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

	Skills
	
	

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

	Excellent verbal and written communication skills 
	         
	

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

	Confidence using databases and reporting tools
	
	

	Competence using SITS or similar student records database
	
	

	Attributes
	
	

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

	Enthusiastic and committed
	
	

	Maintain a professional attitude
	
	

	Ability to work effectively in a team and independently
	
	

	Ability to cope with competing demands and independently apply criteria to reach decisions
	
	

	Commitment to high quality of customer service
	
	

	Responsive to problems and complaints
	
	






	
image1.jpeg
vvvvvvvvvvvv




