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Job description

	Job title
	 Student Recruitment Associate

	College/Service
	London College of Communication

	Department/Team
	Student Marketing and Recruitment 

	Accountable to
	Senior Lecturer Recruitment and Progression Manager

	Contract
	Fixed Term (6 Months)

	Term
	3 days per week / 0.6 FTE

	Grade
	Grade 2

	Salary
	[bookmark: _GoBack]£29,855 - £33,661 per annum (pro rata)

	Location
	UAL - Elephant and Castle, London UK

	HERA Reference
	002331



Purpose of the role
This role is an exciting opportunity for a recent UAL graduate who has an interest in student recruitment to play an integral role in the information, advice and guidance we provide to our prospective students. 
 
We are looking for a well-organised individual with strong presentation skills who can work independently to help us recruit the next generation of creatives. The role holder will work with the Student Recruitment Manager to implement a plan of activity that engages our key stakeholders to deliver initiatives that support and complement UAL wide activity. It has a particular focus on supporting online and in person activities for people who have received an offer for LCC.











Key duties and responsibilities
· To support and assist delivering of a plan of student recruitment activity for the full range of LCC courses at UG and PG level 
· Deliver the student recruitment plan by participating in a range of recruitment events including open days, exhibitions. making and delivering presentations from a recent graduate’s perspective, on issues relating to study at LCC. 
· Respond to requests for visits to the institution for groups of potential students and their advisors, including liaison with academic staff and with support staff, participating as required 
· To contribute to the wider team delivery of course information, advice and guidance talks in schools and colleges, giving standard talks and interactive sessions / workshops off campus or virtually covering all aspects of the recruitment journey 
· To support the organisation and hosting of events on campus or virtually. To include pre-event logistic liaison and communications, monitoring and recording of attendance, and the input of data into the CRM system, and on day support, delivering welcome talks and overseeing groups as required 
· To answer day-to-day enquiries by phone, email and in person and to consistently use systems that help us report on these 
· To assist with the set-up, delivery and pack-down of Offer Holder and Open Days both virtual and in person 
· To undertake other duties as required by the line manager. 
Key working relationships
· Head of Student Marketing and Recruitment 
· Senior Marketing Manager 
· International Academic Recruitment Coordinators 
· College Admissions Tutors 
· LCC Info Centre Staff 
· Academic Staff 
· External Relations Team 
· Admissions and Academic Registry Team 
· UAL Student Marketing and Recruitment Team 
· External stakeholders 







General duties
These duties below are in addition to the duties and responsibilities listed above:
· To perform such duties consistent with your position as may from time to time be assigned to you from anywhere within the University 
· To undertake health and safety duties and responsibilities appropriate to the post 
· A commitment to the University of the Arts London’s Equal Opportunities Policy, together with an understanding of how it operates within the responsibilities of this post 
· A commitment to your own development and that of your staff through effective use of the University’s appraisal scheme and staff development processes 
Additional duties for senior appointments
· You may be required to work such additional/different hours as may from time to time be necessary for the proper and efficient discharge of duties which may include evenings, Saturdays, Sundays and bank holidays.
· You may be required to regularly travel to other sites and internationally as necessary.
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Person specification
This section provides a list of up to 10 essential criteria (and up to 2 desirable criteria if specified) that you will need to demonstrate you meet as part of the recruitment process.
Experience, knowledge and qualifications
· Recently completed a degree (within 3 years) at London College of Communication or University of the Arts, London 
· A familiarity with the programmes of study and student life offered by London College of Communication / University of the Arts, London and issues relating to Higher Education 
Relevant experience 
· Experience of working as a Student Ambassador or Student Representative (Desirable)
· Experience of delivering engaging presentations to small and large groups (Desirable)
Communication skills
· Communicates effectively orally and in writing adapting the message for a diverse audience in an inclusive and accessible way 
Leadership and management
· Effectively delivers training or briefings to support understanding or learning
Planning and managing resources
· Plans, prioritises and manages resources effectively to achieve long term objectives 
Teamwork
· Works collaboratively in a team or with different professional groups
Student experience or customer service
· Builds and maintains positive relationships with students and other customers 
Creativity, innovation and problem-solving
· Uses initiative or creativity to resolve day-to-day problems  
			
			 5
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