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Schools Liaison, Marketing and Admissions Officer
Cronton Sixth Form and Riverside College
Job Description

Main Purpose of Job

This is an exciting role that will involve working with schools to promote the courses and opportunities that Cronton Sixth Form and Riverside College have to offer to 16-18 year olds. 
This role involves working with the Schools Liaison and Admissions team to help plan and coordinate school events, college open evenings, taster days and careers activities in schools and college. This role involves visiting over 30 schools in Halton and surrounding boroughs to deliver school assemblies, careers activities and interviews to high school pupils. 
This role would suit an individual who has exceptional communication and interpersonal skills and who has the confidence to speak to pupils, parents and school teachers as well as work with colleagues and managers. There are regular morning visits to schools and twilight sessions in schools and colleges so a full driving licence and own transport are essential.
Schools Liaison and Marketing 
· To develop and maintain new and existing school relationships through high quality customer relationship management. 
· To deliver outstanding presentations and assemblies to inspire prospective students and parents, promoting Cronton Sixth Form, Riverside College, Foundation Studies and Apprenticeships.
· To support with the organisation of school events including taster days, careers events, parents evening and high achievers events.
· To work with the wider team to ensure all schools liaison and admissions activities are staffed and resourced accurately and timely. 
· To seek opportunities for the College to attend school and careers events. 
· To inspire and motivate the admissions team to deliver outstanding customer service to schools, prospective students and their parents.

Admissions 
· To support 16-18 year old students to apply to Cronton Sixth Form and Riverside College
· To provide advice to 16-18 year old students on the courses and additional opportunities on offer at Cronton Sixth Form and Riverside College 
· To respond timely and effectively to student enquiries by email, telephone and face to face communications
· To support and undertake applicant interviews in school and College
· To process applications, input offers and use Applicaa 
· To help organise tours of the college, taster days, open evenings and enrolment.

Personal Development
· To undertake staff development and attend staff meetings as required and requested

Additional Duties
· To meet the individual needs of all customers 
· To promote and safeguard the welfare of young people and vulnerable adults at the college
· To accept flexible redeployment and reallocation of duties commensurate with the level of the post.
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Schools Liaison, Marketing and Admissions Officer
Qualifications
· Level 3 qualification or higher
· Level 2 qualification in maths and English

Knowledge/Experience
· Experience of delivering outstanding presentations to promote products or services 
· Experience of managing relationships with customers and other stakeholders
· Knowledge and experience of meeting targets and monitoring progress 
· Experience of effective team working and promoting relationships between staff, students and the community
· Experience of working in the education sector (desirable)
· Experience of providing advice and guidance (desirable)

Skills/Attributes
· Excellent communication skills, both oral and written
· Engaging and inspiring presenting skills 
· Outstanding organisational and time management skills
· Ability to work in a fast paced, dynamic environment
· High level computer skills (MS Office)
· Driven, self-motivated and creative 
· Ability to inspire, mentor and motivate team members

Additional Requirements
· This role will require regular evening and early morning work 
· Full driving licence and access to a vehicle required to include business insurance as this post involves regular travel to schools and other venues

Post Information
· Reports to Head of Schools Liaison and Marketing/ Schools Liaison Team Leader
· Salary £29,082 - £30,738
· The post holder will undertake all duties and responsibilities in compliance with regulatory, legislative and college procedural requirements.
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