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Role Descriptor  
Role Title: Admissions and Engagement Advisor (B2M24-002) 

School/Service: Business to Markets 

Normal Workbase: Your normal place of work is the Stoke Campus, but you will be required to work or 
be based at any premises the University occupies or any other reasonable location 
where the University is undertaking its business.  

Grade: 4 

Role Family: Operational and Administrative 

Reporting To: Admissions Manager (Home) or Applicant Engagement Manager 

Responsible For: None 

Summary of the Role 
The role will support the Admissions Manager  with the ability to flex across different workstreams and support all 
levels of study.   Key responsibilities will include applicant processing, interview arrangements,  offer making, 
conversion and engagement activities and dealing with customer enquiries. The role will support the accommodation 
application and allocation function as part of the pre-arrival work flow. 

Key Accountabilities 
1. Provide a high quality and hyper-personal service across our customer engagement platforms ensuring that 

prospective applicant enquiries are processed within ambitious service targets 

2. Review applications and make offers within agreed parameters across UG, PGT and PGR from Home applicants. 
Review accommodation allocations and make allocations. 

3. Ensure applications and offers are processed in line with all relevant compliance frameworks, policies and 
procedures, such as UCAS, DfE, UKVI, UKCISA. 

4. Undertake outbound contact activity across our  range of customer engagement platforms in line with the 
University’s conversion strategy for Home and International customers. 

5. Mandatory staffing, on a rota basis, of key recruitment events including Offer Holder Days, Open Events, Clearing 
and other events throughout each recruitment cycle. 
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Role Dimensions 

Qualifications 
To be successful in this role you will need to hold the following qualification requirements: 

6. Educated to A-level or equivalent, or equivalent level of experience. 

Experience and Knowledge Requirements  
To be successful in this role you will need to demonstrate: 

• Experience of providing excellent customer service. 
• Experience of using bespoke computer systems. 
• Knowledge of higher education admissions processes, including UCAS and the Department for Education is 

desirable.  
• Experience of providing information, advice and guidance to customers is desirable. 

Core Competencies  
As a University we have aligned success, in all roles, to the demonstration of all ten Behavioural Competencies that 
bring our Values to life. Demonstrating these Behaviours is a critical part of a successful career at the University of 
Staffordshire. Whilst you are expected to demonstrate all ten behaviours, five core behaviours have been identified as 
essential for success in the Operational and Administrative role family as follows: 

Delivering Together 
Demonstrates a flexible approach to be able to work successfully in different teams, and in conjunction with suppliers 
and/or customers. Shows respect for others by recognising effort, providing encouragement and constructive 
feedback. Supporting the development of others through the sharing of skills, knowledge and experience. 

Service Excellence 
Understands their internal and external customers and their wants and needs. Works consistently to deliver a service 
that exceeds customer expectations. Takes pride in delivering service excellence. 

Personal Credibility 
Takes pride in doing a great job. Demonstrates energy and commitment in all aspects of the role. Focuses on the 
things that make the biggest difference to the University, the team and the department. 

Leadership 
Demonstrates leadership of self or self and others if in a management role. Takes responsibility for own actions and 
where in a manager/leader role, the actions of their team. Demonstrates the University values consistently in the way 
they work. Inspires others by their actions. 

Digital 
Demonstrates a positive approach to working with University systems, software and technology. In an ever-changing 
environment seeks out opportunities to embrace change using digital skills, software, and technology to improve 
processes and drive behavioral and organisational change. 
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University Responsibilities 
The weekly hours and days of work are outlined in the contract of employment. However, the nature of university 
business may require the post-holder to occasionally work outside core hours at evenings and weekends to ensure 
continued delivery of an excellent student and customer experience.  
 
All staff are responsible for looking after their own health, safety and wellbeing and that of others who may be affected 
by their acts or omissions.  
 
All staff are required to minimise environmental impact in the performance of their role and to actively contribute to the 
delivery of the University’s Environmental Sustainability Policy. 

Variation to Role Descriptor 
The role descriptor summarises the main duties and accountabilities of the post and is not comprehensive: the post-
holder may be required to undertake other duties of similar level and responsibility. The University reserves the right to 
vary the duties and responsibilities set out within this role descriptor.
 


