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JOB DESCRIPTION & PERSON SPECIFICATION

1.
JOB INFORMATION


Post Title:
Recruitment and Admission Officer, Academic Partnership 

Mode:      

Full-time
2.
JOB DESCRIPTION

.1
Purpose
As part of the APU (China) team, you will represent the University at a range of external and internal events within China promoting the University’s UK undergraduate and postgraduate provision to key influencers and students with a view to establishing an annual pipe line of highly qualified and motivated applicants, increasing the conversion rate of applicants into firm acceptances and meeting the University’s China recruitment targets. 

.2
Main Duties and Responsibilities
Reporting to the Senior Admissions Officer and the Country Manager, APU (China) Beijing Office, the Admissions Officer will:
1.   Provide support to the APU (China) Senior Admissions Officer delivering recruitment activities on behalf of the University, liaising with internal and external stakeholders (based on market intelligence) and delivering a range of recruitment events to Partner Universities and Institutions. 
2.   Provide support to the APU (China) team in offering an annual cycle of conversion and retention campaigns that emphasise progression to Coventry University.
3. Provide support to the APU (China) Senior Admissions Officer in co-ordinating recruitment activity with University colleagues where appropriate to students, staff and parents
4. Assist students’ application preparation and check their application documents to meet Coventry University’s admissions and entry criteria
5. Liaise with partners and their respective students as well as Coventry’s International Office in Beijing to provide effective and co-ordinated enrolment in a professional manner.

6. Maintain effective communication with partners and their respective students and provide admission support on any necessary needs.
7. Prioritise relationship building with partner’s teaching staff, to further develop links and to ensure that Coventry University and its successes are properly understood and positively promoted to students in order to maximise applications to Coventry University.

8. Provide the necessary recruitment data for regular analysis 

9. Keep up-to-date with the University policy and procedures to ensure the relevance of advice and guidance sessions for potential students

10. Provide support to the Office when required
AND such other duties as are within the scope and spirit of the job purpose, the title of the post and its grading.

.3
Supervision Received

APU (China) Country Manager 
APU (China) Senior Recruitment and Admission Officer 
.4
Supervision Given

N/A
.5
Contacts

University Partners 
Staff and students
3.       PERSON SPECIFICATION
	ATTRIBUTES 
	ESSENTIAL 
	ADVANTAGEOUS 
 

	Education/ Qualifications 
	An undergraduate degree or a relevant professional qualification
	

	Experience 
(Paid and Unpaid) 
 
	Experience of successfully working in a similar role 

Experience of establishing and supporting effective 

relationships with customers 

Experience of providing a front line, customer facing service 
	Knowledge or experience of 

the Higher Education sector 

Proven experience in working within a fast moving, results orientated, target driven 

business 



	Job related skills/ 
Aptitudes 
 
	Ability to demonstrate strong communication (written and verbal in English) presentation skills at 

all levels 

Ability to support the development and 

implementation of strategies and plans 

 
	 

	Interpersonal Skills 
 
	Attention to detail  

Ability to organise and 

prioritise own workload 

Excellent interpersonal skills, particularly listening and the ability to develop rapport, 

persuade and negotiate 

 
	 

	Other Requirements 
	A flexible approach to working hours and location, including a willingness to travel as required.  


	 


