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JOB DESCRIPTION

Title:			Faculty Student Recruitment Assistant

Vacancy Reference:	Temporary
 	
Contract type/Hours/FTE:	Variable hours Fixed term 3 months from October 22nd 2018
	
Grade/Salary:		Grade 3 / £9.95 per hour

Location:			Swansea

Reporting to:			Vic Saunders

MAIN PURPOSE OF POST

The Faculty Student Recruitment Assistant will promote and recruit students to the Faculty of Business and Management at UWTSD. You will be responsible for delivering quality activities to attract students to FBAM through the provision of information, advice and guidance at schools, colleges and recruitment events across the Carmarthen and Swansea areas.  You will work within the faculty to help support recruitment and conversion activity at a school and programme level to complement the work of central marketing and recruitment team


	MAIN DUTIES 



· To be involved in the organisation and delivery of on and off-campus faculty recruitment events, such as Open Days, Taster Days, School Visits, Campus Tours and Applicant Visit Days.
· Plan and evaluate events that showcase the faculty, ensuring information is accurate, up to date and appropriate for the relevant audience.
· To liaise with faculty admissions tutors in FBAM to facilitate recruitment activities.
· To liaise with academic and professional staff within the faculty regarding the delivery of recruitment and conversion activities both on and off campus.
· To liaise and network with external groups to develop effective relationships to meet faculty recruitment targets.
· To represent the faculty at external recruitment/school and college events throughout the Carmarthen and Swansea areas.
· To liaise and network with various University central departments (Marketing, Registry, Finance) to develop effective relationships to meet faculty recruitment targets.


	GENERAL DUTIES



· To discharge all relevant Health and Safety responsibilities.
· To adhere to all relevant University policies and procedures.
·     Be adaptable to change and have an ability to acquire new and relevant skills and knowledge by taking appropriate responsibility for own personal and professional development.
·     Support and promote the University’s sustainability commitment and carry out duties in an ethical and responsible manner.
·     Operate within the University’s agreed Welsh Language Standards.

	CONTACTS 



	Internal: 
Academic, professional and faculty based recruitment/marketing staff, students’ union and all other 
professional services. 
 

	External: 
prospective students and their parents, school and college teachers and careers professionals, other higher 
education recruitment staff in the University, UWTSD/FBAM alumni. 





	PERSON SPECIFICATION

	
	Essential
	Desirable

	Education and qualifications

	a) A good level of general education up to a minimum of ‘A’ level or equivalent
	b) Honours Degree

	Experience, knowledge and skills
	c) Previous experience in providing high quality administrative support
d) Excellent interpersonal and communication skills (both written and verbal)
e) Able to demonstrate effective organisational skills
f) Ability to apply attention to detail
g) Ability  to meet tight deadlines
h) IT literature possessing good knowledge of Microsoft office packages
i) Experience of working with a diverse range of people
j) Evidence of excellent interpersonal and listening skills
k) Experience of providing high quality personalized customer service
	l) Experience of working within higher education
m) Sound knowledge of Marketing 


	Other requirements
	n) Willingness to travel to various locations across South Wales and work flexibly to meet role requirements
	





Please send a CV to Vic Saunders vic.saunders@uwtsd.ac.uk outlining how you meet the stated criteria by Friday October 12th. 

You are encouraged to provide relevant and explicit examples, (obtained from the workplace, voluntary or community work or any other appropriate situation) so that the short-listing panel is able to clearly identify where your knowledge, and experience matches the criteria identified in the post.

N.B this post is available until January on a nil hours contract basis.  
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