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Job Description

	Job title:
	Doctoral Recruitment Officer

	Department/School:
	Doctoral College

	Grade:
	6

	Location:
	University of Bath premises



	Job purpose

	The University offers a range of doctoral programmes: PhDs, Integrated PhDs and Professional Doctorates.
The role of Doctoral Recruitment Officer sits within the Doctoral Recruitment & Admissions team in the Doctoral College. The team is committed to providing a professional, fair and equitable recruitment and admissions service to prospective doctoral students and applicants for doctoral study as well as to key academic staff in the Faculties/School, our Centres for Doctoral Training and our Research Institutes.  
The postholder will work closely and collaboratively with other members of the Doctoral College, academic colleagues in the Faculties/School and staff in professional services teams, such as Student Finance, Student Immigration and Research Contracts, in order to ensure that services are efficient, effective and adapt to changing circumstances. They will also need to be familiar with and uphold University admissions regulations, as well as compliance issues relating to fees and funding, student immigration and contracts.
Key elements of the role will be to co-ordinate doctoral recruitment and admissions for an allocated area (e.g. Faculty/School) and to manage a suite of doctoral funding competitions, ensuring that funding details and constraints are clearly understood, budgets are monitored, and timescales/processes are planned, developed and followed. The aim is always to deliver the best possible service whilst ensuring workloads are manageable. The role will also involve dealing with complex or escalated enquiries and relaying information to the relevant stakeholders in a considered and professional manner.
The postholder will contribute to the ongoing development of harmonised systems and processes standardised on best practice and will take responsibility for managing specific projects which relate to their functional area. 



	Source and nature of management provided 

	Doctoral Admissions Manager 



	Staff management responsibility

	The postholder will directly line manage 1 or 2 Doctoral Recruitment Administrators (TBC).  The postholder will also be responsible for giving work directions and guidance to other Doctoral Recruitment Administrators as required.



	Special conditions 

	N/A



	Main duties and responsibilities 

	1
	Support the Doctoral Admissions Manager and Head of Doctoral Recruitment to develop and implement recruitment communications plans across the range of doctoral provision. Update online recruitment resources and information including advertising projects on external sites e.g. FindaPhD and ThinkPostgrad.com. Represent the Doctoral College at recruitment related events if required.

	2
	Oversee speculative and applicant enquiries for doctoral study. Handle enquiries in a courteous and helpful way. Act as the primary point of contact for a portfolio of doctoral programmes or funding schemes, providing information, advice and guidance on all admissions and funding matters in an independent and professional manner. 

	3
	Co-ordinate the processing of applications for a portfolio of doctoral programmes or funding schemes, including the operation of competitive selection processes. Support the Doctoral Admissions Manager and Head of Doctoral Recruitment in developing service standards for the delivery for processes associated with the doctoral recruitment and admissions lifecycle and monitor performance to ensure that agreed standards are met. 

	4
	Oversee the selection process for allocated doctoral programmes or funding schemes ensuring that correct procedures are followed. Liaise with academics and other staff on decisions to ensure that admission standards are maintained and that decisions are fair and made in accordance with agreed policies and practices for doctoral recruitment. Communicate with applicants to ensure that applications are complete gathering additional information as necessary. Assess the equivalence of overseas academic qualifications to the UK system ensuring entry requirements are met. Assess the validity of qualification documents provided by applicants and ensure all appropriate qualifications are correctly recorded for all accepted students. Assess and check tuition fee status decisions, ensuring they are based on appropriate evidence and that decisions are applied fairly and equitably. Provide final sign off and release on offers / rejections as delegated by the Doctoral Admissions Manager. 

	5
	Work effectively with the Doctoral Admissions Manager and colleagues in the Finance Office and Research Contracts team to ensure that funding arrangements such as studentships and scholarships are appropriately promoted and are accurately allocated and recorded. Co-ordinate bespoke selection processes for individual funding and scholarship competitions..

	6
	Support the co-ordination of conversion activities in partnership with colleagues in the Doctoral Development Team, the Faculties / School and International Relations Office. 

	7
	Establish and maintain effective working relationships with the Associate Deans for Research, the Admissions Tutors or Directors of Doctoral Studies, staff in the Doctoral Training Entities and supervisors across the university. Ensure all relevant stakeholders are kept up to date with the progress of applications and any emerging trends or issues. Support colleagues in the Faculties/School and Doctoral Training Entities to ensure the alignment of recruitment activities.

	8
	Provide leadership and line management for a small sub-team of Doctoral Recruitment Administrators, including the recruitment, development and training, and ongoing appraisal of staff. Provide work directions and guidance to Doctoral Recruitment Administrators in other teams as required.

	9
	Contribute to the continuous improvement of recruitment and admissions processes and service levels. Work with the Doctoral Admissions Manager, the Head of Doctoral Recruitment and the Director of Doctoral College Operations and others to develop and streamline business processes ensuring that systems are efficient, effective and adaptive to changing circumstances and models of provision.

	10
	Ensure that all quality assurance and procedural requirements are met. Acquire in-depth knowledge of the regulatory context for doctoral admissions, reminding colleagues of duties/responsibilities and providing training as required. Ensure the promotion of equality of opportunity and non-discrimination. Ensure that the University’s policies and procedures are observed when handling applications from students with criminal convictions and when handling suspected fraudulent applications, and signpost these applications to the relevant admissions specialist as appropriate. Liaise as necessary with the Student Immigration Team to ensure all admissions decisions are consistent with UK Visas & Immigration (UKVI) compliance. Contribute as necessary to document checking sessions as part of student enrolment.

	11
	Ensure data on the applicant portal is maintained accurately. Oversee the maintenance of clear, consistent, thorough and accurate internal records of admissions criteria and ensure that externally published requirements are accurate and up to date across the University’s website, search tools and related systems. Ensure admissions considerations and decisions are accurately recorded through University Student Record System (SAMIS) including any offers of funding. Be aware throughout of the implications of the Data Protection and Freedom of Information Acts on the processing and retention of data.

	12
	Monitor key metrics including turnaround times and progress towards targets. Generate relevant and timely management information reports and any reporting required by research councils or doctoral training entities. Carry out ad hoc reviews as directed by the Head of Doctoral Recruitment to help identify relevant trends and benchmark the University’s performance in respect of doctoral recruitment and to inform admissions practices and requirements.

	
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:  Qualifications and Training
	Essential
	Desirable

	A first degree or equivalent professional experience
	
	

	English Language and Maths at GCSE grade C or above (or equivalent qualification/grade)
	
	



	Criteria:  Knowledge and Experience
	Essential
	Desirable

	Substantial experience of working in an administrative support role, ideally within an educational/admissions environment
	
	

	Understanding of the doctoral application process and admissions services
	
	

	Knowledge of current issues within the Higher Education Sector 
	
	

	Experience of working in a customer-focused environment
	
	

	Experience of maintaining clear and accurate records
	
	

	Experience of assimilating complex information and applying this to your work
	
	

	Experience of providing information, advice and/or training
	
	

	Experience of effectively organising a busy workload and setting priorities
	
	

	Experience of leading or managing a team
	
	

	Experience of working out costings and managing budgets
	
	

	Experience of working within the Higher Education sector
	
	

	Knowledge of immigration regulations, overseas academic qualifications and external agencies such as UKCISA, UK ENIC and UKRI
	
	



	Criteria: Skills
	Essential
	Desirable

	Excellent organisational skills, ability to prioritise work and manage competing demands
	
	

	Excellent written and oral communication skills
	
	

	Excellent interpersonal skills and the ability to communicate effectively with people from all backgrounds, including team colleagues, academic staff, colleagues from other professional services teams and applicants from all over the world
	
	

	Excellent ambassadorial skills, when interacting with others such as senior academics and professional support staff from other universities

	
	

	Good numeracy skills
	
	

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

	Competence using SITS or similar student records database
	
	




	Criteria: Attributes
	Essential
	Desirable

	Meticulous attention to detail
	
	

	Ability to work consistently with both speed and a very high degree of accuracy and precision
	
	

	Ability to develop good working relationships
	
	

	Ability to work effectively in a team and independently
	
	

	Ability to maintain an enthusiastic and professional attitude at all times, remaining calm under pressure
	
	

	Commitment to a high quality of customer service
	
	

	Ability to challenge existing working practices and respond creatively to identified problems
	
	






	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.  

	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.  
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