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JOB DESCRIPTION

	JOB TITLE:
	Schools Liaison, Marketing & Admissions Apprentice

	RESPONSIBLE TO:
	Head of Schools Liaison & Marketing/ Team Leader 

	JOB PURPOSE: 
	To assist in the recruitment of students to all college courses by supporting the administration of course applications and admissions processes, marketing and events, and delivering good customer service. 



Main Purpose of Job

This is an exciting role that will involve supporting the Schools Liaison, Marketing and Admissions team to recruit students. 
This role involves working with the team to provide administrative support so that events run successfully in college and in schools, including Open Events and Taster Days. 

MAJOR RESPONSIBILITIES:

To support the Schools Liaison, Marketing and Admissions Team with:


· Inputting of student data and other paperwork for admissions and key college events such as taster days, new student days, open events and enrolment

· Creating promotional presentations to be delivered by the team

· Filing of applicant details and admissions paperwork

· Answering enquiries by email, telephone and in person

· Collating marketing resources for events and interviews

· Using Excel to help schedule interview appointments and Aplicaa (the college’s admissions system)

· Helping prospective students find the best college bus routes

· Supporting the marketing team to update college information online including college websites, social media and college apps

· Typing of student profile information, taking and editing student photographs for use in publicity materials and online


	
	

	PERSONAL SKILLS/ ATTITUDES 
	

	The successful candidate should have:
	

	Good communication and interpersonal skills
	Essential

	Willingness to work flexibly including some evening and weekend work
	Essential

	Good IT skills and Microsoft packages (use of PowerPoint, Excel and Word)
	Essential

	Be committed to equal opportunities, customer care and quality assurance 
	Essential

	Good administrative skills 
	Essential
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