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	Job Title
	Admissions Assistant

	Department
	Student Recruitment and Admissions

	Responsible To
	Admissions Manager

	Responsible For
	N/A

	Grade
	4

	Location
	UHI House, Inverness

	Job Objective

	To provide support to the UHI admissions function, ensuring compliance with all regulatory requirements and codes of practice.  The postholder will have some particular responsibilities in supporting international admissions.


	Key Duties & Responsibilities

	General Admissions Support

· Assist in the operation of the university’s admissions service, including assisting with and covering colleagues’ responsibilities, as required.

· Assist with the processing of applications, including data entry and the maintenance of all required records and documentation. 

· Support the Admissions Officers in the organisation of support practitioners’ group meetings as required, including minute taking.

· Assist with providing accurate, appropriate information and guidance to applicants and enquirers.

International Admissions Support

· Assist with the day-to-day operation of the university’s UKVI Student sponsorship licence.

· Assist with processing of Confirmation of Acceptance for Studies (CAS) to enable international student visa applications.

· Undertake qualification checks on international and EU applicant qualifications using the ENIC service.

· Assist with compliance monitoring e.g., Student route sponsored student attendance.

General Support

· Contribute generally to the overall responsibilities of the admissions function.
· Participate in the UHI performance and development review procedure.
· Take due care of yourself and others in respect of Health & Safety.
· To attend training courses that may be identified as necessary by your Line Manager.

· Such other duties, temporarily or on a continuing basis, as may reasonably be required, commensurate with your grade.


	This is a description of the job as it is presently constituted. It is normal practice to periodically review job descriptions to ensure that they are relevant to the job currently being performed, and to incorporate any changes which have occurred or are being proposed. The review process is carried out jointly by the line manager and employee and you are therefore expected to participate fully in such discussions. In all cases, it is the university’s aim to reach agreement to reasonable changes, but where it is not possible to reach agreement the university reserves the right to make reasonable changes to your job description which are commensurate with your grade after consultation with you.
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