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Job Description: Admissions Manager (Operations) 

	Faculty/Directorate/Service Area:
	Marketing, Recruitment and International

	Job Title:
	Admissions Manager (Operations)

	Department/Subject:
	Admissions Service

	Salary:
	Grade 8

	Hours of work
	Full-time

	Contract:
	This is a permanent position

	Location:
	This position will be based at the Singleton Park Campus



	Introduction

	The Admissions Service is part of Swansea University’s Marketing, Recruitment and International (MRI) Directorate. The service:
· Delivers Admissions outputs which are aligned to the university’s strategic goals and values
· Supports prospective students through the admissions process by providing expert advice, guidance, and administrative support. 
· Provides admissions training and guidance for academic and professional service colleagues across the University. 
·  Operationalises systems and processes across the applicant journey (all levels, entry points and modes of study) and is focused on delivering an excellent applicant experience which is aligned to the University's wider recruitment goals
This role sits within the Admissions Operations Team. This team is responsible for data management and compliance with any relevant internal and external policies/legislation. The team is also responsible for delivering excellent customer service to all enquirers, applicants and offer holders, ensures Admissions systems and processes are efficient, standardised and that best practice is shared across the service and key stakeholders. The team administers the logistics of any required interview process to enable selection and also supports the review and continuous improvement of all admissions processes/systems.  

	Main Purpose of Post

	1. Provide strong team leadership and line management, fostering a high-performance culture focused on accuracy, efficiency, and achievement of targets.
2. Manage day-to-day operations in your sub-team, ensuring effective workflow management, optimal resource allocation, and consistent delivery to meet agreed enquiries processing turnaround times and interview coordination.
3. Line manage and lead a sub-team of admissions creating a culture to achieve outstanding results through providing a motivational environment and role modelling actively supporting, developing, and challenging team members to reach their full potential.  
4. Support high professional standards across the University within the Admissions environment drawing on external professional service standards, providing leadership and training to develop staff.
5. Support the system champion within Admissions for systems used by the Service including SITs and Microsoft Dynamics, supporting the business process owner to ensure effective, efficient, and compliant admissions operations. Acting as the principal bridge between Admissions and Digital Services.
6. Ensure that legislation and external regulations and policies are implemented effectively e.g. UKVI requirements
7. Manage the continuous improvement of admissions systems by identifying and collating system requirements, making decisions on system changes, and working collaboratively with Digital Services to operationalise enhancements, ensuring systems remain fit for purpose and aligned with admissions workflows.
8. Provide training to colleagues within admissions and across the University on how to undertake admissions processes on existing systems.
9. Responsible for collaborating with colleagues across the University and liaising with key internal stakeholders to ensure admissions processes align with institutional priorities, meet internal and external needs, and maintain transparent communication on timelines and process to strengthen relationships with stakeholders. 
10. Provide support to senior admissions staff in the development of policy, innovative processes and continuous service improvement. 
11. Deputise for the Associate Head of Admissions when required, for example in the development of policy and process.
12. Ensure support from Admissions is provided to other university recruitment activities.
13. Ensure that course and admissions information on the University’s website and external publications is accurate and up to date.
14. Conduct meaningful Professional Development Reviews, manage HR-related matters such as annual leave, sickness and performance, providing clarity about roles, responsibilities and accountability.

	General Duties
	15. Provide operational support throughout Confirmation and Clearing period as directed by line manager 
16. Provide operational support for key recruitment events such as Open Days (UG&PG) as directed by line manager 
17. Work closely with all other areas within the Admissions Service 
18. Act as an agile member of the Admissions Service as directed by the Head of Admissions due to any operational and business needs 
19. Provide professional, efficient, customer-focused service ensuring application, selection, compliance and operational outcomes are delivered on time, to the agreed service level.
20. Seeking, acting on and providing feedback to improve as a professional, and taking responsibility for own CPD
21. To fully engage with the University’s Performance Enabling and Welsh language policies
22. To promote equality and diversity in working practices and to maintain positive working relationships.
23. To lead on the continual improvement of health and safety performance through a good understanding of the risk profile and the development of a positive health and safety culture. 
24. Any other duties as agreed by the Faculty / Directorate / Service Area.
25. To ensure that risk management is an integral part of any decision-making process, by ensuring compliance with the University’s Risk Management Policy


As a high performing Directorate that is constantly improving, all members of staff may be expected to engage in alternative duties in other areas of Marketing, Recruitment and International or the wider University, for personal and professional growth or where it may be operationally required.


	Leadership Values
	All Professional Services areas at Swansea University operate to a defined set of Core Values: Professional services values and it is an expectation that everyone is able to demonstrate a commitment to these values from the point of application through to the day to day delivery of their roles. Commitment to our values at Swansea University supports us in promoting equality and valuing diversity to utilise all the talent that we have. 

In addition you will operate to a defined set of Leadership Values: 

We are Professional 
We develop ourselves and our teams through continued professional development, and use feedback to improve. We create a culture that delivers successful outcomes through people, supporting, developing and challenging our teams to succeed. We involve our people in developing a vision for the future and in enabling innovation and change, improving University, team and individual performance.

We Work Together 
We enable our teams to work together and across functions to deliver successful outcomes that exceed the needs and expectations of our customers. We are responsible for creating environments that demonstrate equality, foster trust, respect and challenge. We are accountable for providing clarity and direction, communicating the “big picture” and harnessing ideas and opportunities to achieve the University’s vision.

We care 
We create environments that identify, understand and give priority to delivering the needs of the University Community (our students, colleagues, external partners and the public). We motive and inspire our teams to provide the highest standards of personalised care and in doing so uphold the Swansea University brand.


	
Person Specification

	Essential Criteria:

Leadership Values:
1. Demonstrable evidence of creating a culture that delivers successful outcomes through people, developing and challenging teams to succeed and take pride in delivering professional services and solutions.
2. Ability to enable teams to work together and across functions to deliver successful outcomes that exceed the needs and expectations of customers, and in creating environments that demonstrate equality, foster trust, respect and challenge.
3. Demonstrable experience of creating environments that identify, understand and give priority to delivering the needs of the customer, and in motivating and inspiring teams to provide the highest standards of personalised care.

Qualifications
A degree or significant relevant work experience

Experience

· Evidence of successfully leading a team, creating a culture that motivates others to be outcome focussed and perform effectively to maximise the growth of the organisation. 
· Evidence of being recognised as an authority in an area of management, and of having engaged and influenced others to shape and deliver activity which supports an organisation’s strategic aims.     
· Evidence of providing high quality customer care focusing on the delivery of a personalised and positive experience. 
· Evidence of working collaboratively with colleagues and senior leaders across an organisation, where shared insights, priorities and activities have been developed as part of the organisation’s plan and strategy. 
· Detailed experience of working with complex policy, process and regulations; and the ability to apply that knowledge and provide advice to others on how it should be applied. 
· Evidence of working with others to focus on continuous service improvement of processes and procedures, a consistent approach to identifying and implementing enhancements with reference to risk identification / mitigation. 
· Experience of managing a large volume of work, to a high degree of accuracy while maintaining data records. 


Knowledge and Skills
· Detailed knowledge of both UK and international academic qualifications.
· Ability to analyse complex data, prepare clear reports, and present findings to senior stakeholders.
· Ability to work confidently, collaboratively, and transparently across teams and at different levels of an organisation.
· Excellent IT skills working with administrative software, for example Microsoft Office packages and bespoke databases.
· Excellent organisational skills and the ability to multi-task to achieve deadlines and work well under pressure.
· Significant knowledge of admissions processes in Higher Education
· Able to well define an issue or requirements needed for communicating with technical colleagues
· Ability to use tools within a CRM, student records or similar system to create personalised emails, or reports with fields, variables, or conditional text from a database/datastore.  

Desirable Criteria:
Significant experience managing student applications within a UK Higher Education context.

Direct experience using SITS syntax to build or maintain Standard Reports and Letters (SRLs) within the SITS system.


	Welsh Language Level
	Level 1 – ‘a little’ - pronounce Welsh words. Able to answer the phone in Welsh (good morning / afternoon). Able to use very basic every-day words and phrases (thank you, please etc.). Level 1 can be reached by completing a one-hour training course.

For more information about the Welsh Language Levels please refer to the Welsh Language Skills Assessment web page, which is available here.

	Additional Information
	Informal enquiries:
Shortlisting Date:
Interview Date:
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