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Job Description: Admissions Assistant (Application & Selection)

	Faculty/Directorate/Service Area:
	MRI

	Job Title:
	Admissions Assistant (Application & Selection)

	Department/Subject:
	Admissions Service

	Salary:
	Grade 4

	Hours of work:
	Full Time 

	Contract:
	This is a fixed term position up to 31 July 2026

	Location:
	This position will be based at the Singleton Campus



	Introduction

	The Admissions Service is part of the University’s Marketing, Recruitment and International (MRI) Directorate. The service:
· Delivers Admissions outputs which are aligned to the university’s strategic goals and values
· Delivers standardised, efficient and compliant ways of working via close collaboration
· Provides training and guidance to relevant MRI teams, academic departments and admissions tutors​
· ​Operationalises systems and processes across the applicant journey (all levels, entry points and modes of study) and is focused on delivering and an excellent applicant experience which is aligned to the University's wider recruitment goals

This role sits within the Application & Selection Team. This team is responsible for managing and overseeing the end-to-end process of admitting future students. This team ensures applications are processed efficiently, fairly, and in line with institutional policies and external regulations. This team manages the application process via UCAS, direct applications and partner arrangements, assesses applicants against relevant entry criteria, facilitates academic review and selection by relevant departments and communicates efficiently and clearly with applicants and offer holders.

	Main Purpose of Post

	 
1. Act as a first point of contact for prospective students and their influencers, providing excellent customer service across a range of enquiry channels, responding to day to day enquiries 
2. Work to agreed protocols in an effective and timely manner, ensuring enquiries are responded to promptly and professionally whether by email, telephone, live chat or in person 
3. Deliver a high standard of customer service to ensure an excellent applicant experience 
4. Resolve queries effectively and escalating complex cases to senior admissions staff where appropriate
5. Communicate accurate advice relating to the  selection process for all commissioned programmes - demonstrating a working knowledge of admissions regulations
6. Assess enquiries to decide on correct course of action, referring to the appropriate specialist or service for resolution where necessary
7. Ensure all activities are carried out confidentially and diplomatically, demonstrating an awareness of Data Protection Regulations and relevant University policies and procedures in relation admissions and selection
8. Deal with queries from applicants, academic staff, Professional Services staff and external agencies in relation to selection processes 
9. Assist with the collection of documentation from applicants for professional suitability checks 
10. Identify gaps in interview and selection paperwork for professional suitability checks, chasing up outstanding documents from applicants to comply with strict deadlines
11. Assist with the preparation of information for reports to Admissions Tutors on the progress of professional suitability checks for applicants to commissioned programmes 
12. Maintain an awareness Professional Body requirements for recruitment to commissioned programmes
13. Assist with the collation of documents required for Fitness-to-Practice panel, working closely with the Admissions Selectors to provide timely information
14. Assist with the accurate and timely transfer of data to support the bursary application process
15. Assist the team with processing Disclosure Baring Service (DBS) checks for all relevant applicant/student groups 
1. Maintain and record information from University’s Occupational Health Department to assist with Health Check forecasting and updating SITS with eligibility status 
2. Adhere to any service structures, governance and processes 
3. Ensure the Welsh Language is embedded in all activity and is at a minimum compliant with the Welsh Language Standards 
4. Ensure effective collaboration and a data-driven approach are key elements of the service, working with wider MRI such as Marketing, UK and International Recruitment and Market Intelligence and relevant PS services.

	General Duties
	1. Provide operational support throughout Confirmation and Clearing period as directed by line manager 
2. Provide operational support for key recruitment events such as Open Days (UG&PG) as directed by line manager 
3. Work closely with all other areas within the Admissions Service 
4. Act as an agile member of the Admissions Service as directed by the Head of Admissions due to any operational and business needs 
5. Provide professional, efficient, customer-focused service ensuring application, selection, compliance and operational outcomes are delivered on time, to the agreed service level.
6. Seeking, acting on and providing feedback to improve as a professional, and taking responsibility for own CPD
7. To fully engage with the University’s Performance Enabling and Welsh language policies
8. To promote equality and diversity in working practices and to maintain positive working relationships.
9. 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. 
10. Any other duties as agreed by the Directorate / Service Area.
11. To ensure that risk management is an integral part of your day to day activities to ensure working practices are compliant 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.


	Professional Services 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. 
We are Professional
We take pride in applying our knowledge, skills, creativity, integrity and judgement to deliver innovative, effective, efficient services and solutions of excellent quality.

We Work Together         
We take pride in working in a proactive, collaborative environment of equality, trust, respect, co-operation and challenge to deliver services that strive to exceed the needs and expectations of customers.
We Care
We take responsibility for listening, understanding and responding flexibly to our students, colleagues, external partners and the public so that every contact they have with us is a personalised and positive experience.
Commitment to our values at Swansea University supports us in promoting equality and valuing diversity to utilise all the talent that we have.


	
Person Specification

	Essential Criteria:
Values:
· Demonstrable evidence of taking pride in delivering professional services and solutions
· Ability to work together in an environment of equality, trust and respect to deliver services that strive to exceed the needs and expectations of customers.
· Demonstrable evidence of providing a caring approach to all of your customers ensuring a personalised and positive experience 
Qualifications:
· Educated to GCSE level or equivalent level or relevant equivalent work experience, to include Grade C in English and Mathematics 

Experience:
· Experience of providing excellent customer service with proven communication skills, both written and oral
· Be able to organise your own workload, prioritise tasks, and have attention to detail
· Experience of providing accurate, timely and relevant information

Knowledge and Skills:
· Proven ability to manage workload to a high degree of accuracy
· The ability to maintain accurate data, records and systems
· Excellent IT skills including a high level of knowledge of databases such as MS Dynamics CRM (or equivalents)
· Excellent organisational skills 
Desirable Criteria:
· Ability to communicate in Welsh
· Experience of working in an HE or FE admissions environment 
· Experience of studying at Swansea University 

	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
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