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Job Description

	Job title:
	International Student Recruitment Manager

	Department/School:
	Student Recruitment and Admissions

	Grade:
	7

	Location:
	University of Bath premises/ Hybrid



	Job purpose

	
Focusing on the Middle East and Africa, this post manages and delivers projects and activities which support the Head of International Student Recruitment in delivering a resilient base of applications and enrolments to the University. Activity spans international recruitment at all study levels, as well as recruitment from partnership organisations where appropriate. 

The Recruitment Manager will take a lead role in developing relationships with prospective applicants and key external stakeholders, primarily through extensive outreach, including in-person and digital outreach activities, to increase the number of highly qualified applicants considering a course of study at the University of Bath. In addition to taking responsibility for developing key recruitment activities, you will develop and maintain a strong base of market expertise, to ensure that relevant and accurate information, advice and guidance is provided to enable informed decision making. You will also work with agents to ensure they act as effective advocates for the institution. At times you may also be required to contribute to activity in a wider range of overseas markets. 

The post-holder will support the International Student Recruitment team in its wider international recruitment aims, contributing to event delivery as appropriate. 




	Source and nature of management provided

	
The post-holder is directly managed by the Deputy Head of International Student Recruitment. They will be required to act with considerable autonomy and initiative, especially when absent from the University delivering outreach activity. 




	Staff management responsibility

	
N/A




	Special conditions

	
Extensive travel/weekend/evening working will be required, usually up to 12 weeks per year. 

Possess a valid passport and able to travel across the Middle East and Africa. Travel to other regions may be required from time to time. 

The successful candidate may be required to undertake a Disclosure and Barring Service check

There will be restrictions on the availability to take leave at peak times of year, specifically around key recruitment events such as Confirmation and Open Days.



	Main duties and responsibilities 

	1
	As directed by the Deputy Head of International Student Recruitment, manage recruitment activities in a broad range of markets, alongside planning, delivery and evaluation of events and activities including Faculty and university visits, the preparation and delivery of presentations and workshops, education exhibitions, and hosting inward visits to the University

	
	Develop detailed knowledge of University of Bath offering of undergraduate and postgraduate courses and student experience, and key policies and procedures relating to the enrolment of new international students (e.g entry requirements, admissions and immigration processes, accommodation etc) to effectively handle enquiries from a broad range of prospective applicants

	
	Develop and sustain effective relationships with key external stakeholders e.g. agents, sponsors, schools, British Council etc

	
	Provide high-quality market analysis, informed by data and insights, to inform recruitment activity and planning.

	
	Act with significant autonomy and independence, often as sole representative for the university in external environments, ensuring your actions reflect the reputation of the institution

	
	Provide insight and expertise for your markets and areas of responsibility, constantly refreshing knowledge through training, sector liaison and stakeholder engagement to deliver sector-leading developments in this area.

	
	Work closely with colleagues in Faculties, Departments, and other Professional Services teams to ensure that their objectives are aligned with the institutional strategy

	
	Represent the team on groups, projects, and committees as a positive influence for change regarding the University’s culture, programmes, services, policies and procedures

	
	Working with the Digital Engagement Manager, ensure all new activities and projects are appropriately promoted and publicised, and aligned with the Marketing Directorate, to ensure they achieve value for money

	
	Ensure that all activities and projects are appropriately planned and delivered to stay within defined budgets, as set out by the Deputy Head of International Student Recruitment.

	
	Contribute to university-wide recruitment initiatives including (but not limited to) Open Days, Confirmation and Clearing and Schools Conferences

	
	Act as a role model and mentor to more junior staff within and outside the International Student Recruitment team, and work positively with International Student Ambassadors to develop their work skills and behaviours 

	
	Contribute to the production of original, high-quality content on digital platforms, including contributions to blogs and social media, that facilitate interaction with prospective applicants and provides useful and relevant information, advice and guidance

	
	Undertake project work to support the work of the team, as directed by the Head of International Student Recruitment. 

	
	Undertake other duties as requested and reasonably required by the Deputy Head of International Student Recruitment, where they are appropriate to the grade of the post



Person Specification

	Criteria:  Qualifications and Training
	Essential
	Desirable

	First degree or equivalent
	X
	

	Willingness to undertake further training as required
	X
	



	Criteria:  Knowledge and Experience
	Essential
	Desirable

	Professional understanding of recruitment in an undergraduate and/or postgraduate context.
	X
	

	Experience of working in a role relating to international recruitment and outreach in an educational context
	X
	

	Experience of providing advice and market expertise regarding delivery of student recruitment outcomes. 
	x
	

	Knowledge of current issues within higher education, particularly those connected with student recruitment and admissions 
	X
	

	Ability to build and sustain strong relationships with stakeholders
	X
	

	Knowledge of and sensitivity to issues relating to the cultural diversity and differences across regions and markets 
	X
	

	A thorough understanding of qualifications appropriate for undergraduate and postgraduate entry.
	
	X




	
Criteria: Skills and Aptitudes
	Essential
	Desirable

	Strong current IT skills
	X
	

	Commitment to providing excellent customer service
	X
	

	Effective data analysis, reporting and critical thinking skills
	X
	

	Strong presentation skills, suitable for speaking effectively to a wide and diverse range of audiences
	X
	

	Excellent attention to detail with a proven ability to follow business processes
	X
	

	Enthusiastic, committed, and proactive
	X
	

	Autonomous and independent
	X
	

	Able to work effectively as part of a team
	X
	

	Diplomatic and willing to negotiate
	X
	

	Excellent organisational and administrative skills  
	X
	

	Flexible and able to cope with competing demands
	X
	

	Willingness to travel extensively throughout the UK and overseas, and to work unsocial hours, including weekends
	X
	

	Copywriting and/or editing skills
	
	X

	Ability to communicate in a foreign language
	
	             X
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