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1. JOB ADVERTISEMENT
Student Recruitment Officer – External Relations
Employer: University of Birmingham
Location: Edgbaston, Birmingham
Contract: Full-time, permanent
Salary: £33,002–£35,608, with potential progression
Closing Date: 22 October 2026
Job Advert Source: LinkedIn – University of Birmingham
LinkedIn:
https://uk.linkedin.com/jobs/view/student-recruitment-officer-external-relations-43247-grade-6-at-university-of-birmingham-4472381683
About the Role
The Student Recruitment Officer role involves supporting the University of Birmingham with activities designed to attract and engage prospective students. The position involves communicating with students, schools, colleges and other organisations and helping to promote the university and its opportunities.
The role also involves supporting recruitment events and activities, working with different university teams and developing positive relationships with external organisations. Good communication and organisation are important because the role involves working with different groups of people and managing several activities.
Main Responsibilities
The role includes responsibilities such as:
· Supporting student recruitment activities and events.
· Representing and promoting the University of Birmingham to prospective students.
· Communicating with students, schools, colleges and other organisations.
· Supporting presentations, open days and other recruitment activities.
· Building positive relationships with external organisations and partners.
· Working with colleagues from different university departments.
· Helping to organise recruitment activities and events.
· Keeping information and records accurate and organised.
· Working independently while also contributing effectively to a team.
· Managing different tasks and priorities in a professional manner.
Skills and Experience Required
The role requires strong communication and interpersonal skills. The successful candidate should be organised, able to work with different people and comfortable working as part of a team.
Other important skills include:
· Good verbal and written communication.
· Presentation and interpersonal skills.
· Organisation and time management.
· Teamwork and relationship-building.
· Problem-solving skills.
· Ability to work independently.
· Good attention to detail.
· Ability to manage different priorities.
· Professional and positive attitude.
· Good IT and administrative skills.
Why I Chose This Job
I chose this position because it matches several skills that I have developed through my previous customer service jobs. I have experience communicating with different people, responding to enquiries, working under pressure and working as part of a team.
I am also currently studying Business Skills for the Workplace at Level 4, which is helping me develop my professional communication, organisation and employability skills. This role would give me the opportunity to transfer these skills into a professional university environment and continue developing my career.

2. CURRICULUM VITAE
MUSTAFA DURRANI
89 Hazelden Road, Birmingham, B33 0QG
Phone: 0745963961
Email: mustafadurrani911@icloud.com

PERSONAL PROFILE
I am a hardworking, reliable and enthusiastic individual with experience in customer service, communication, delivery driving and working in busy environments. Through my previous employment, I have developed strong communication, organisation, teamwork and problem-solving skills. I am confident communicating with different people and can work effectively both independently and as part of a team.
I am a quick learner who is willing to develop new skills and take on responsibility. I understand the importance of being punctual, professional, organised and approachable when working with others. I am particularly interested in the Student Recruitment Officer position at the University of Birmingham because it would allow me to use my communication and organisational skills while developing my professional experience within a university environment.

KEY SKILLS
· Excellent communication and customer service skills
· Confident communicating with a wide range of people
· Strong teamwork and interpersonal skills
· Good organisation and time management
· Professional, friendly and approachable manner
· Good problem-solving skills
· Reliable, punctual and responsible
· Able to work independently and as part of a team
· Good attention to detail and accuracy
· Able to remain calm and productive under pressure
· Adaptable and willing to learn new skills
· Able to follow instructions, procedures and workplace standards
· Experience handling cash and operating tills
· Experience responding to customer enquiries by telephone and email
· Comfortable working in busy and fast-paced environments

WORK EXPERIENCE
Dixy Chicken, Sheldon
February 2023 – Present
· Provide friendly, efficient and professional customer service in a busy environment.
· Take customer orders and ensure they are prepared and served correctly.
· Handle cash and operate the till accurately and responsibly.
· Communicate clearly and professionally with customers and colleagues.
· Carry out delivery driving duties, ensuring orders are delivered safely, accurately and on time.
· Plan and manage deliveries efficiently while maintaining good customer service.
· Respond professionally to customer questions and requests.
· Work cooperatively with colleagues to ensure smooth daily operations.
· Follow workplace procedures and instructions carefully.
· Maintain high standards of cleanliness, organisation and professionalism.
· Work effectively under pressure during busy periods.
· Adapt to different tasks and support colleagues when required.
Rock A Burger
February 2022 – March 2023
· Provided good customer service while taking orders and handling transactions accurately.
· Communicated confidently with a wide range of customers and team members.
· Built positive relationships with customers by listening to their needs.
· Responded to customer issues professionally and helped find appropriate solutions.
· Worked efficiently and responsibly during busy periods.
· Worked collaboratively as part of a team to maintain effective daily operations.
· Maintained high standards of cleanliness and workplace organisation.
· Demonstrated a hardworking, organised and adaptable approach.
Customer Service Assistant – Royallane Ltd
January 2020 – February 2022
· Answered incoming telephone calls and responded to customer emails.
· Provided accurate information about products and services.
· Followed up with customers by telephone when required.
· Handled customer questions and concerns efficiently and professionally.
· Provided clear and helpful solutions to customer enquiries.
· Maintained a courteous and professional approach during customer interactions.
· Composed and sent clear email responses to client enquiries.
· Developed strong communication, listening and customer service skills.
· Built positive relationships with customers through effective communication.

EDUCATION
South & City College Birmingham
September 2022 – June 2024
· GCSEs
· Entry Level 3 Functional Skills
· Level 1 Functional Skills
Business Skills for the Workplace – Level 4
Present
Currently studying Business Skills for the Workplace at Level 4.
Through my course, I am developing:
· Professional communication
· Teamwork
· Organisation
· Problem-solving
· Workplace skills
· Employability skills

CAREER OBJECTIVE
To obtain a Student Recruitment Officer position at the University of Birmingham where I can apply my communication, customer service, teamwork and organisational skills. I am motivated to develop my professional experience, communicate with different people and contribute positively to student recruitment activities and the wider university community.
REFERENCES
Available upon request.
3. COVER LETTER
Mustafa Durrani
89 Hazelden Road
Birmingham
B33 0QG
0745963961
mustafadurrani911@icloud.com
6 October 2026
Hiring Manager
University of Birmingham
Birmingham
Subject: Application for Student Recruitment Officer
Dear Hiring Manager,
I am writing to apply for the Student Recruitment Officer position at the University of Birmingham. I am currently studying Business Skills for the Workplace at Level 4 and I am interested in developing my career in a professional environment where I can use my communication, organisation and customer service skills.
Through my previous roles at Dixy Chicken, Rock A Burger and Royallane Ltd, I have developed strong communication and interpersonal skills. My experience has involved speaking with a wide range of customers, responding to enquiries, providing information, handling telephone calls and emails, and dealing with customer issues professionally. These experiences have helped me become more confident when communicating with different people and have taught me the importance of being approachable, patient and professional.
I have also developed good teamwork and organisational skills through working in busy environments. At Dixy Chicken, for example, I work with colleagues to make sure daily activities run smoothly while also providing good customer service. My delivery driving experience has also strengthened my time management, reliability and ability to work responsibly and independently.
I am particularly interested in this role because it would give me the opportunity to communicate with prospective students and contribute to activities that support student recruitment. I believe my positive attitude, willingness to learn and experience dealing with different people would allow me to make a useful contribution to the team. I am also keen to develop new skills and gain experience within a university environment.
I would welcome the opportunity to discuss my application further and explain how my skills and experience could contribute to the University of Birmingham. Thank you for considering my application. I look forward to hearing from you.
Yours sincerely,
Mustafa Durrani
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