
 

 

  

 

 

 

  

School Admissions 
Manager 
Reference: R180090 

Salary: Grade 8, £32,548 to £38,833 
per annum 

Basis: Full Time 

Closing Date: 23.59 hours GMT on 
Wednesday 21 March 2018 

Interview Date: To be confirmed 

Candidate Brief 
 



 

 

Job description 
 
This role will be responsible for the operational management and planning of all admissions and conversion 
aspects of new entrants onto the School of Engineering and Applied Science’s programmes. 
This role will ensure that the student journey is customer focused, efficient and places a great emphasis on 
maximising application to enrolment conversions. The post holder will need a good overall knowledge of 
undergraduate, international and foundation admissions within a Higher Education environment. 
 
Main Duties/Responsibilities: 

� Line management of an allocated team of admissions officers/co-ordinators. 

� To manage the process for all enquiries and applications for standard and non-standard 
undergraduate programmes. 

� To review, develop and support the programme of School recruitment events and publicity material 
in order to meet University conversion targets. 

� To identify applications requiring special consideration, including those from international students 
and students who may require additional support or specialist services. 

� To work with the departmental head to develop and implement service level agreements to co-
ordinate a high level of post application service. 

� To work closely with Admissions tutors and other academic leads to ensure there is a strong 
relationship to the School. 

� To attend meetings with link School staff to provide updates on applications, offers and other 
admissions related data. 

� Liaison with admissions tutors and academic staff on recruitment processes and maximising support 
at open days and Applicant Visit Days. 

� Build and retain a knowledge of a specific portfolio of programmes within the school liaising where 
necessary with Market Research Office to identify new programmes. 

� To work closely with the Head of Undergraduate Admissions to identify trends or patterns which 
affect University wide targets and forward plan. 

� To make conditional, unconditional or reject offers in line with entry requirements for a specific 
School and to deal with where appropriate, more complex queries related to link school. 

� To lead on key conversion activity for link School including Applicant Visit Days, specialist interview 
days if appropriate. 

� Take the lead in clearing for the School reaching targets and for managing the processes to achieve 
this. 

� To support marketing in the development of digital and social media content and communications 
which is School specific, to support with recruitment and conversion targets. 

� To work with the departmental head to develop and implement systems for managing applications 
and admissions processes which would take into account any new legislation and University 
policies. 

� Ensuring that all processes and systems are responsive to the needs to students, Aston University 
Schools and any other partner organisations. 

� To create new courses on University systems as appropriate to link School. 

� To manage the “tran” and “Hum error” process to ensure these are dealt with in a timely manner. 



 

 

� To manage the maintenance of the University admissions inboxes. 

� To encourage the development of all team members through training and sharing best practise on 
specialist admissions related information. 

� To attend when required, recruitment events and HE fairs. 

� To contribute to the production of management reports focusing on data analysis in connections to 
application and conversion statistics. 

� Working flexibly as part of a co-ordinated Admissions Team, providing cover to other admissions 
and recruitment functions and work collaboratively with other cross university departments. 

� To deputise for the Head of Undergraduate Admissions where appropriate. 

� To undertake other duties as appropriate to grade, including occasional evening and weekend work. 

 

Additional responsibilities 

� Engage in continuous personal and professional development in line with the demands of the role, 
including undertaking relevant training and development activities to develop themselves and 
support the development of others. 

� Ensure and promote the personal health, safety and wellbeing of staff and students.  

� Carry out duties in a way which promotes fairness in all matters and which engenders trust.   

� Promote equality of opportunity and support diversity and inclusion as well as working to support the 
University’s environmental sustainability agenda and practices. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Person specification 

 

 Essential Method of 

assessment 

Education and 
qualifications 

An honours degree or equivalent qualification. Application form 
 

Experience Experience of working in higher education within 
student recruitment or admissions. 
 
Detailed working knowledge of UK/International 
qualifications and UCAS/admissions processes.  
 
Experience of co-ordinating 
recruitment/conversion activities on a range of 
scales from applicant visit days to cross university 
events. 
 
Experience in the provision of reporting and 
evaluating data in a robust and clear way which 
shows impact.  
 
Experience of the higher education application to 
enrolment journey and all associated processes. 
 
Experience implementing new processes or 
process refinement. 
 
Experience of managing staff, undertaking 
performance/developmental reviews. 
 
Experience of meeting targets. 

Application form, 
interview and 
presentation 

Aptitude and skills Demonstrate a high level of enthusiasm and is 
supportive, motivating and willing to take on new 
initiatives. 
 
A can do attitude with a flexible approach to 
working with others. 
 
An awareness of and a strong drive to support the 
University’s 2020 strategy. 
 
Proven project management and track record of 
meeting recruitment/conversion targets in an 
educational setting. 
 
Excellent interpersonal, teamwork, network and 
influencing skills. 
 
Excellent data analysis and proven track record of 
reporting impact and measure. 

Interview and 
presentation 
 
 
 
 



 

 

 Essential Method of 

assessment 

Ability to plan workloads to ensure that the 
department is run in the most efficient way 
possible without sacrificing quality of output. 
 
High level IT proficiency. 

 
 

 Desirable Method of 
assessment 

Education and 
qualifications 

Other relevant qualifications, i.e., IAG or 
business/marketing related qualifications. 

Application form  

Experience Significant admissions experience. Application form, 
interview and 
presentation 

Aptitude and skills Experience of social media and digital channels 
for communication. 

Interview and 
presentation 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

How to apply 
 
You can apply for this role online via our website www.aston.ac.uk/jobs. Applications should be submitted 
by 23.59pm on the advertised closing date. All applicants must complete an application form, any CV’s sent 
direct to the Recruitment Team and Recruiting Manager will not be accepted. If you require a manual 
application form then please contact the Recruitment Team via recruitment@aston.ac.uk. 
 

Contact Information  
 
Enquiries about the vacancy: 
Name: Louise Foster-Agg 
Job Title: Head of Undergraduate Admissions 
Tel: 0121 204 3825 
Email: L.Foster-Agg@aston.ac.uk  
 
 
Enquiries about the application process, shortlisting or interviews: 
Recruitment Team via recruitment@aston.ac.uk or 0121 204 4306 
 

Additional Information 

Visit our website www.aston.ac.uk/hr for full details of our salary scales and benefits Aston University staff 
enjoy 

Salary Scales: http://www.aston.ac.uk/staff/hr/payroll-pensions-and-benefits/salary-scales/ 

Benefits: http://www.aston.ac.uk/staff/hr/payroll-pensions-and-benefits/ 

Working at Birmingham: http://www.aston.ac.uk/birmingham/city-living/ 

Employment of Ex-Offenders: Under the Rehabilitation of Offenders Act 1974, a person with a criminal 
record is not required to disclose any spent convictions unless the positions they applying for is listed an 
exception under the act. 

Eligibility to work in the UK: Candidates who are not citizens of the United Kingdom, or another EEA 
member country, should check their eligibility to enter or remain the UK in advance of making any job 
application via the UKVI website https://www.gov.uk/browse/visas-immigration/work-visas. Before applying 
you should ensure that you meet the requirements, including meeting the English language standards. If 
you do not meet the eligibility criteria, any application for a work visa would be unsuccessful 

Equal Opportunities: Aston University promotes equality and diversity in all aspects of its work. We aim to 
ensure, through our admissions policies for students, and our staff recruitment and selection processes that 
we encourage applications from all groups represented in the wider community at a local, national and 
international level. 



 

 

The University will endeavour not to discriminate unfairly or illegally, directly or indirectly, against student or 
potential students, staff or potential staff. This commitment applies to all functions of the University and to 
any stage of an individual’s career. 

An Equal Opportunities Monitoring Form is included within the application form. 

Data Protection Act 1998: Your application will only be used to inform the selection process, unless you 
are successful, in which case it will form the basis of your personal record with the University which will be 
stored in manual and/or electronic files. Information in statistical form on present and former employees is 
given to appropriate outside bodies. 

Data you provide on the Equal Opportunities Monitoring Form will be included in a general database, for 
statistical monitoring purposes, enabling the University to monitor the effectiveness of its Policy, Codes of 
Practice and Guidelines on Equal Opportunities in Employment. Individuals will not be identified by name.

  

Full details of our terms and conditions of service and associated policies and procedures are available 
online at www.aston.ac.uk/hr


