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	Job Title
	Student Recruitment Project Officer – Course Information

	Department
	Student Recruitment and Growth

	Responsible To
	Student Recruitment and Marketing Manager

	Responsible For
	N/A

	Grade
	5

	Location
	UHI House, Inverness, or other location as agreed

	
	

	Criteria
	Essential
	Desirable

	Qualifications
	Educated to Higher National (HN) level, or relevant work experience

	Educated to degree level

	Experience

	Experience dealing with and resolving enquiries in a customer service focussed environment 
Experience using IT applications including Microsoft (particularly Excel and using formulae) and databases or Customer Relationship Management (CRM) systems.
Experience independently delivering a defined area of work and prioritising competing demands.
	Experience working in a large and complex organisation or partnership environment

Experience working within a university or college environment
Experience of the student recruitment cycle and related admissions procedures

	Knowledge & Skills
	Excellent communication and interpersonal skills
Sound knowledge/literacy of IT applications including Microsoft (particularly Excel) 
Strong investigation and data gathering skills

Ability to manipulate data and produce and interpret reports

	Knowledge and understanding of the university student recruitment sector, environment and context

Skills in enquiry data analysis using MS Dynamics or similar CRM systems
Knowledge and understanding of the Highlands and Islands context 

Knowledge and understanding of the UHI context



	Personal Qualities
	Customer focussed with an ability to respond quickly, empathetically and positively to customer enquiries.
Self-disciplined and highly organised.

Ability to work without supervision, prioritise your own workload and exercise judgement within defined procedures.

Ability to develop effective working relationships.

Clear, enthusiastic and effective communicator.
Ability to keep calm under pressure and demonstrate resilience.

	Flexible approach in order to meet the demands of fluctuating workflows and switch across different systems

Ability to develop effective working relationships within a multi-stakeholder and partnership environment



	Other Circumstances
	
	Knowledge of, or interest in, Gaelic language and culture.
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