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	1 JOB DESCRIPTION

	Academic Faculty / Support Services Division:
	 Student Recruitment, Access and Admissions 



	School or Division/ Address:
	International Office, Richmond Building and Faculty of Social Sciences and Law, Senate House, Tyndall Avenue.  (The post-holder will spend approximately half his/ her UK-based time in the Faculty of Social Sciences and Law, and half his/ her UK-based time in the International Office). 



	Job Family / Grade: 
	Professional and Administrative Services/J
	Salary range:
	£33,884 - £38,140

	Hours of work:
	100% time
	Work pattern:
	

	Contract type:
	Fixed term contract - maternity cover (nine months)

	Main Job Purpose

	The recruitment of international students is a key strand of the University’s internationalisation strategy, which includes plans to increase the size of our international student population and to diversify the range of countries from which students are recruited. The International Recruitment Team is tasked with supporting academic faculties and schools in achieving this objective, working with them on the development and implementation of marketing plans; providing a source of expert market knowledge and directly representing the University on recruitment missions overseas. 
The holder of this maternity cover post will take responsibility for supporting the Faculty of Social Sciences & Law  in its international recruitment initiatives as well as developing and delivering the University’s marketing activity across a named geographical region. 
This is a position in which marketing theory and practice play a major role, along with a deep understanding of the University’s academic culture. Individual officers take responsibility for specific markets as well as sharing an overview of all non-EU recruitment areas. The members of the team work closely together, covering for each other’s areas of responsibility in order to ensure smooth running in conjunction with a demanding travel schedule.



	Statement of Responsibilities 
 

	Analysis, Reporting and Documentation 
· Work with the International Market Research Officer, analyse and interpret data and information, and produce reports relating to international student enrolment patterns for the Faculty of Social Sciences & Law. 

· Supply data and information on international trends in student recruitment to faculties and academic schools, central services and external agencies (e.g. funding councils) as required. 

· Identify an appropriate existing method of analysis or investigation to ensure relevant and appropriate external data on enrolment patterns is being employed. 

· Monitor and maintain records/ reports to meet both internal and external (British Council, UUK) requirements (application and enrolment statistics). 

· Manage the use of data and information, and identify and assess the information and data needs of the role for marketing planning. 
Customer Services & Support 
· Provide specialist/ professional advice and recommendations to the Faculty of Social Sciences & Law in accordance with the University’s international recruitment plan to support informed decision-making in terms of recruitment activity and portfolio management. 
· Promote the University, and explain admissions processes and requirements information to prospective students, agents and advisers. 
· Design and deliver informal or PowerPoint presentations to groups of prospective students and advisers for groups of five to 150, with or without translation services. 

· Represent the University at exhibitions, institutional visits and through public presentations and media events overseas. 

· Give advice and support to applicants in terms of qualification equivalencies and selection of appropriate programmes.

Planning & Organising
· Lead assigned International Recruitment Team projects and/ or Faculty of Social Sciences & Law -specific projects, and contribute to larger University-wide initiatives as part of a project team to improve service provision. 

· Contribute to the development and implementation of the international recruitment marketing plan and associated Faculty of Social Sciences & Law action plans to ensure that personal market knowledge, and market research is embedded in the planning process. 

· Oversee significant regional recruitment plans and make recommendations about the allocation and use of resource within specified geographical regions. 
· Manage a delegated budget under the direction of the International Recruitment Manager. 

· Contribute to the planning of both the International Recruitment Team and the Faculty of Social Sciences & Law, and make recommendations about future requirements. 

· Liaise, communicate, influence, negotiate and build working relationships across the Faculty of Social Sciences & Law and geographical region. 

· Participate in statistical analysis exercises to further the University’s understanding of the application/enrolment patterns by region, school and level. 
Liaison 
· Present International Recruitment Team activities to internal or external audiences as required to ensure that international recruitment issues are appropriately represented. 

· Liaise, communicate, influence, negotiate and build working relationships across a number of sub-sections of academic schools and with external contacts and contractors as appropriate, including liaising directly with academic schools regarding recruitment opportunities in areas of specific responsibility to ensure dissemination of market information. 

· Travel to nominated markets in order to implement and continually develop the marketing plan. 

Decision Making 
· Respond to changing priorities or situations within the field of student recruitment, analysing and considering what procedures to follow to achieve the required result and/or further implications for the University and for the Faculty of Social Sciences & Law. 

· Decide on the best approach, taking into consideration wider implications with regard to complex cases, written documentation and specialist queries with line management support when needed.
Problem Solving 

· Respond to problems through the selection of a number of different solutions (e.g. where established admissions criteria do not fit local reality, negotiating long-term adjustments to University and/ or Faculty of Social Sciences & Law policy alongside short-term fixes to keep the market engaged). 

Continuous Improvement 

· Identify and make recommendations for improvements (e.g. in entry requirements, as above) to contribute to the continuous operational improvement of central admissions systems and processes. 

· Develop a deep understanding of the programmes offered by schools, drawing on a combination of this and personal market knowledge to inform recommendations on potential for future portfolio development – both in the medium- and long-term. 
· Develop professional capability and expertise through professional study, CPD opportunities and experience, specifically to develop marketing and web-based technology skills. 
People Management 

· Offer counselling for potential students and their advisers. 

· Select, train and manage agents to represent the University ‘in country’ on a commission basis, ensuring that their work is carried out and performed to the required standard. 

· Undertake informal risk assessments on behalf of colleagues and less experienced travellers when travelling to the nominated region. 

· Advise and gain the support of others (e.g. colleagues, external agents) in order to ensure the delivery of recruitment and admissions services where there is no line management responsibility. 



	Relationships and Contacts

	Job title of line manager: 
	International Recruitment Manager 

	Job title of line manager to (where appropriate): 
	

	Internal Contacts

	Contact with whom?
	Purpose

	1. Dean, Faculty Manager and senior management of the Faculty of Social Sciences & Law; Heads of School and School Managers
2. Academic and administrative colleagues in academic schools 

3. Colleagues in the International Recruitment Team and the wider International Office
4. Colleagues in the International, Admissions, Communications and Alumni Offices 


	1. Ensure the Faculty focus on international recruitment is both ambitious and realistic, and that feedback from the market is properly understood and acted on. Advise on potential for portfolio development and market opportunities. 

2. Routine relaying of market feedback and sharing of applicant enquiries/relationships to ensure positive customer relationship management. 

3. Critical to ensure sharing of market knowledge across the faculty representatives, to allow all faculties to have a presence in all markets. 

4. Maintain relationships with applicants once they become students, building ‘country groups’ and ensuring continuity of the University identity in-country. 




	External Contacts

	Contact with whom?
	Purpose


	1. British Council country managers and staff 
	1. Maintain a strong network of contacts as a source of market intelligence; ensuring effective communication about opportunities and developments at the University of Bristol. 

	2. Agents and others authorised to represent the University 
	2. Selecting, training and managing recruitment agents appointed on behalf of the University, ensuring a high quality of service and enabling good communications to ensure the burden of liaison lies with the International Officer and not the wider University community. 

	3.Applicants, potential applicants and their advisers 
	3. Face-to-face relationship building with applicants, parents and advisers to engage interest in the University. Some personal involvement in enquiry management, linked to the post-holder’s own travel schedule. 



	Organisation Chart(s)

	









	


	2 PERSON SPECIFICATION

	Relevant Experience, Skills and Knowledge

	Essential
	Desirable

	· Significant experience of working in the international student recruitment field, preferably within a Higher Education setting.

· Excellent understanding of the marketing themes and principles required for international student recruitment.
· Familiarity with the major markets for international student recruitment.
 Experience of working in an international recruitment team, within a Higher Education setting would be useful. 


	· Experience of having studied or worked overseas: the ability to empathise with students making the decision to study abroad.



	Relevant Qualifications

	Essential
	Desirable

	· Bachelors degree or equivalent. 


	· Marketing qualifications: CIM or equivalent, with specific reference to the issues encountered when marketing in the Higher Education field. 


	Communication and Interpersonal Skills

	Essential
	Desirable

	· Ability to function with a high degree of autonomy and to deal with simultaneous faculty and regional responsibilities. 
· Written communication skills: an ability to develop and write strategic documents, action plans, and briefing papers on international recruitment matters. 
· Team-working: the combination of a heavy travel schedule and the fact that international officers are at least partially based in the faculties which they support means that the team needs to be particularly flexible in covering for each other. 
· Oral communication skills: clarity of message is very important when speaking with prospective students to ensure their expectations are appropriate. The post-holder will also need to communicate effectively with academic staff at all levels – to include briefing senior management on matters relating to international recruitment, and establishing regular and open communication with academic staff to ensure the success of the faculty-facing structure. 
· A high level of skill in negotiating and persuasion will be required to ensure that appropriate service levels are agreed with the Faculty of Arts. Negotiation skills are also relevant when creating bridges between national systems to facilitate successful student recruitment. 
· Confidence in public speaking: the post-holder is likely to be called upon to speak to a variety of audiences, from prospective students to academic colleagues, on a range of issues, sometimes at short notice. 

	

	Additional Criteria 

	Essential
	Desirable

	· Experience of and/ or an ability to manage budgets. 

· Ability to travel overseas, sometimes at short notice and frequently over weekends. Flexibility and willingness to travel as and when required is a key requirement of the post. Restrictions on mobility must be declared at the time of interview. 

· Proven organisational skills, including the ability to prioritise competing demands on time and resources. 

	· Current driving licence: ownership of a car is not essential, but the ability to drive a hired vehicle offers more flexible timetabling for visits both at home and in selected overseas markets. 


	3 BACKGROUND INFORMATION

	The School/Division

	The International Office, located in the Students’ Union, is part of the Student Recruitment, Access and Admissions division of the University. Other sections include the Undergraduate Admissions Office, the Undergraduate Recruitment and Widening Participation Office, and the Postgraduate Recruitment and Admissions Office. All work together under the leadership of the Director of Student Recruitment, Access and Admissions. Although the International Office is located in a different building, relationships between the sections are strong and constantly reinforced. 

The International Recruitment Manager is based in the International Office and manages a team whose members each spend part of their time based in the International Office and part of their time based in a named faculty, located elsewhere on the University precinct. 

Also part of the International Office are the Study and Work Abroad (SWAP) team, dealing with incoming and outgoing undergraduate international exchanges, and the International Advice and Support team, who provide pastoral and visa support services for international students, as well as fronting the University’s activities relating to the Points Based System for Immigration. 



	The University and the City of Bristol

	The University of Bristol (www.bristol.ac.uk) is an international powerhouse of learning, discovery and enterprise. Its vision is of a university whose excellence is acknowledged locally, nationally and globally. The Sunday Times (September 2008) described the University of Bristol as ‘one of the jewels of British higher education’ and ‘at the cutting edge academically’.
The University is a member of the Worldwide Universities Network, a grouping of 18 research-led institutions of international standing, and of the Russell Group of universities, an association of 20 major research-intensive universities of the UK.
The University of Bristol is dedicated to academic achievement across a broad range of disciplines. It is made up of 24 schools, organised in six faculties: Arts; Engineering; Medical and Veterinary Sciences; Medicine and Dentistry; Science; and Social Sciences and Law. It has approximately 12,000 undergraduate and 5,000 postgraduate students from around 100 countries. The Quality Assurance Agency for Higher Education, which carried out an institutional audit of the University in 2008, awarded Bristol the highest rating available for its management of education and the academic standards of its awards. It has 31 Fellows of the Royal Society and nine of the British Academy – a remarkable achievement for a relatively compact university.
Bristol supports both individual scholarship and interdisciplinary or thematic research of the highest quality. In the 2008 Research Assessment Exercise, 93% of research at Bristol was deemed to be of international standard. Over 61% of the research work assessed in 48 research fields was awarded either the top 4* rating, defined as ‘world leading’, or the 3* rating, classified as ‘internationally excellent’.
A key element of the University’s vision is to ensure that its research and education contribute to regional and national society and the economy. The University works hard to build effective links with the community and its industries, through high-quality research collaboration and productive knowledge exchange, the creation and support of new companies and enterprises, and the licensing of intellectual property.
Engaging the public is a vital part of university life and an area in which staff and students are actively involved. It is part of the University’s core business and is integral to research and teaching that is grounded in societal need and that promotes lifelong learning. It is also vital to widening participation and fair access; and for students involved in volunteering, engagement is an aspect of the distinctive ‘Bristol experience’.
The University is committed to operating in a sustainable manner, working constantly to reduce carbon emissions and improve the sustainability of the physical estate. Its ambitious capital programme plans to invest in the most cost-effective way in new buildings and facilities over the next few years to support research, teaching and learning.
The University of Bristol is a stimulating and supportive environment for all students and staff, distinguished by a commitment to high standards, respect for the individual and a strong sense of collegiality. It is also is an integral part of a beautiful, historic city that has been selected as European City of the Year 2008, Provincial City of the Year 2008 and Britain’s most sustainable city 2008. It has been officially designated a ‘Centre of Culture’ and a ‘Science City’ by the Government.  It is also the only UK city to be shortlisted for the European Green Capital Award 2010, and is England’s first ‘Cycling City’.
With a population of over 400,000, Bristol is the largest city in the South West and the region’s leading centre for business, culture and education. It has a long tradition of trade and engineering, and is also home to many of the newer financial services and creative and media industries. The historic docks in the city centre, now a thriving focus for leisure and the arts, retain many echoes of Bristol’s maritime history. Theatre, music, the fine arts and cinema are all well represented, and the neighbouring city of Bath also offers a wide range of cultural activities. Bristol is well provided with open space and parkland and is within easy reach of attractive coast and countryside, including the Cotswolds and several National Parks. The city has an international airport and offers easy rail and motorway links.
More information about the city of Bristol is available at http://visitbristol.co.uk and www.bristol.gov.uk.

	The University’s Positive Working Environment

	The University’s Positive Working Environment (PWE) agenda is an ongoing process with the aim of making working life at the University of Bristol productive, rewarding, enjoyable and healthy for all colleagues.  PWE describes the things we believe are important as an employer, and a series of actions to help us deliver them.  As an employee of the University, you will have access to a range of benefits which includes, amongst others:
· For staff with families, those planning to have families, and those with other caring responsibilities, the University Work and Family Steering Group, providing a combination of information, training and support; maternity/paternity coaching service, The University’s Early Years Nursery and a childcare voucher scheme;

· Professional training and support including an extensive programme of training & development courses, focus on work-life balance, tailored leadership and management workshops, flexible working policies, support groups such as the Women’s Research Group, careers guidance and a team of International Staff Advisers;
· For health, fitness and wellbeing, our Staff Wellness Programme, Staff Counselling Service, Staff Club, and staff member rates for the Sports Centres and the Swimming Pool;

· Travel to work benefits including interest-free bicycle loans, free cycle training and priority car parking spaces for car sharers, parents and carers, and a University bus shuttle.

To find out more about PWE please visit http://www.bristol.ac.uk/pwe/


	4 APPLICATION PROCESS

	Please complete the application form on line or download a copy from our web site at www.bris.ac.uk/jobs  To access the on line and downloadable versions of the form simply enter the vacancy reference number in the search facility.  Alternatively if you have received an application pack, please complete and return the enclosed application form in the envelope provided.
Please note the following:

· We will only be able to consider you for this vacancy if you complete the application form. Whilst you are welcome to include a CV with your application form, a CV alone will not be considered.
· It is important that you quote the reference number 17194 (Post 2) on the application form.
· The closing date for applications is 9.00am, 12 June 2012.

·  We regret that we are unable to write to all applicants regarding the outcome of their application.  Therefore, if you have not been invited for interview within four weeks of the closing date, you should assume that on this occasion you have not been successful.
Non-EU Nationals please also note:

The University has a legal responsibility to ensure that all employees are entitled to live and work in the UK. For some vacancies (those requiring specific skills or in shortage occupations) we may be able to obtain a certificate of sponsorship for a suitably qualified applicant as part of the process of obtaining permission to work in the UK from the UK Border Agency (UKBA). However, for most other vacancies it may be unlikely that permission to work in the UK would be granted. You can check whether you would be eligible to work in the UK under the points-based system for migrant workers using the UKBA point calculator. 
If you have any queries regarding your entitlement to apply for one of our vacancies please e-mail recruitment@bristol.ac.uk 


	5 SELECTION PROCESS

	It is expected that the selection process, including interviews, will be held on Tuesday 26 June 2012.
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International Recruitment Manager 





International Recruitment Assistant 





International Market Research Officer 





Faculty-facing International Officers – x 6
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