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	The role of the Enquiries & Administration Officer is primarily involved in the recruitment process of students for the School.  The successful recruitment of students is the life blood of the School.  Therefore this is a key Administration role




Employing Company

Ashbourne Independent School Limited is a private sixth form college specialising in pre-university education at GCSE and A level.  The School combines informality and an adult approach to education with a disciplined system where each student's work is carefully monitored. It aims to establish strong academic foundations, achieve outstanding examination results and engender a mature and independent attitude vital for taking advantage of life's opportunities.

Founded in 1981, the School is fully co-educational.  One of its primary strengths is that it is small college with a friendly and caring approach. No student is allowed to become lost in the crowd.
The School is diverse, with 50% of students at A level and GCSE coming from its active marketing overseas. We aim to recruit the very best from overseas offering many scholarships and place most of them with the top 10 British Universities including Oxford, Cambridge, UCL, LSE and Imperial.
The School is selective so all prospective students are interviewed by the Principal or Vice Principal. The admissions process is friendly and informal, and our focus is on providing each applicant with the best available advice on all their options at A level and GCSE without obligation. 
We are selective to the extent that we expect students to have above average grades, be academically ambitious and have interests beyond the school curriculum.

Full details and information of Ashbourne can be seen on its website: www.ashbournecollege.co.uk
Location

Ashbourne is wonderfully situated in the heart of London and in one of the city's most beautiful areas. Located 100 metres from Kensington Palace, it offers easy access to the myriad of the capital's cultural attractions. Nearby are Imperial College, the Museum of Natural History, the Victoria and Albert Museum, as well as the Royal Albert Hall and the magnificent shopping of Knightsbridge and Kensington. It is safe, clean and a quiet confluence of residential and commercial London.

Background to the Appointment
The School has grown by just over 20% over the past 3 years and has plans to grow by another 10 to 15 % in the next few years. 

Arising from the School’s growth and its success, the number of enquiries from potential students, UK and overseas, has increased very significantly.  We are seeking an Enquiries & Administration Officer to deal with and manage enquiries from potential students and with other related administration functions.  

Induction into the School environment and training will be given to the successful candidate

This is a key administration role as the successful recruitment of students is the life blood of the School.  

Job Description

Job Title:
Admissions Administrator

Reports to:
Shaheena Teeluck


Head of Admissions

Job Purpose
To respond and pro-actively manage initial enquiries from potential students to their final outcome and ensure that all enquiries are professionally dealt with in accordance with Ashbourne recruitment procedures and “student care” philosophy.  

To achieve the most appropriate outcome and optimise the recruitment of students within Ashbourne criteria for admission, and to undertake all other related administrations duties as directed.

Job Dimensions
The College currently has about 225 full-time students (GCSE and A levels). The College intends to increase number of students in future to about 250.  The student population is international, well balanced between local (UK) and foreign (overseas) students; therefore marketing and recruitment both in the UK and Overseas are of importance.
The intensive recruitment season is from mid August, following the release of A levels and GCSE results, to end September.  During this period there could be 500 plus enquiries from potential students.  

The other busy period is from February to the Easter holidays where there could be over 300 enquiries.  In all other months the enquiries vary from between 100 to 200 per month.

It is extremely important to deal with each and every enquiry diligently, to select the best and most appropriate students for the School and to ensure that everyone who makes an enquiry is dealt with as a valued individual even if they are turned down at the first hurdle.


The recruitment, admission and enrolment processes involve a large number of staff in a wide range of job roles.  The ability to work effectively within a varied team of personnel is essential to the success of the role.

Principal Accountabilities 
The principal accountabilities set out the main activity and output of the job.  It does not list out all the detailed tasks which stem from the principal accountabilities.  If necessary the detailed tasks could be set out in a check list.  The job holder will be given guidance and is expected to exercise pro active initiative and to seek guidance.   Set out below are the principal accountabilities: 

1.
To acknowledge every email and telephone enquiry (UK and overseas) in a timely manner to convey a thoroughly professional and “student care” image to every potential student.

2.
To follow up each enquiry and send, in a timely manner, Ashbourne promotional materials to all enquirers (UK and overseas) and to ensure all information requested is dealt with promptly and completely. 

3.
To obtain all relevant information from enquirers and process all relevant information into Ashbourne database to ensure the completeness and integrity of Ashbourne student recruitment database and compliance with the data protection regulations.

4.
To be the main point of contact for enquirers and potential students, and to check with Head of Admissions that all enquiries are processed correctly to ensure proper follow up and pre-interview screening.

5.
To arrange interviews for selected enquirers; organise and brief interviewers on arranged interviews, prepare papers for interviews and make sure that the interviews take place and followed up when they have not.

6.
To organise, in conjunction with the Director of Overseas recruitment, tests for overseas enquirers, follow up with the test results and send acceptance documents to the successful students to ensure that the whole overseas recruitment process runs smoothly.

7.
To send prospectuses and marketing materials to students and recruitment agents to ensure that agents have up to date and adequate supply of all Ashbourne materials.

8.
To organsise, in conjunction with the relevant director, marketing visits to selected Schools that might supply Ashbourne with potential student.

9.
To be familiar with and keep abreast of the Ashbourne student recruitment processes and to offer suggestions for improving and streamlining of the process to achieve optimum efficiency and outcome.

Nature and Scope
The jobholder must have a meticulous eye for detail and the tenacity to deal with routine detail in a disciplined manner. 

The student recruitment processes, which are lifeblood of the school, involve the Managing Director (Mike Kirby), who is also the School Principal, and 2 senior personnel i.e. the Director of Operations (Lee Kirby), and Head of Admissions (Shaheena Teeluck).

Therefore while the jobholder reports to the Head of Admissions, he/she is required to liaise and work closely with the other two directors and to empathise with them.

The School has a small and tightly knit and friendly administration team. As a member of a small team, the job holder will be expected to help out and undertake tasks that are not within his/her job role in so far as by doing so it does not take priority over or interferes with his/her principal accountabilities.

Person Specification
1.
Educational Qualifications
Educated to A levels with minimum grade C in English and Mathematics at GCSE level.  University or college graduate preferably but not essential

2.
Personal Qualities
2.1
Confident, lively, self-motivated, enthusiastic and outgoing personality with the ability to empathise with management as well as with students.

2.2
Able to deal with and relate to people from diverse cultural and national backgrounds and enjoy working with young people.

2.3
Good presentational and communication skills, both orally and in writing.

2.4
Good interpersonal skills with the ability to work effectively as a team member.

2.5
Meticulous eye for detail and follow up and the tenacity to deal with routine detail in a disciplined manner

2.6
Although self-accountable, the ability to strike a balance between exercising initiative and seeking guidance.

3
Essential Technical Skills


3.1 
Good command of the English language, spoken and written.

3.2
Good telephone manner 

3.3
Good computer skills with particular reference to word-processing and databases.

Page 1 of 5

Page 5 of 5

