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	Job title
	Admissions Assistant 

	Department
	Student Recruitment and Admissions

	Responsible to
	Admissions Manager

	Responsible for
	N/A

	Grade
	Four

	Location
	UHI House Inverness

	
	

	Criteria
	Essential
	Desirable

	Qualifications
	· HND in a business or related subject

Or

· Recent comparable work experience


	· Degree in a business or related subject

	Experience
	· Experience of working with databases and spreadsheets

· Experience of prioritising work appropriately to meet deadlines


	· Experience of admissions in Higher or Further Education

· Awareness of international admissions requirements

	Knowledge and skills
	· Good written and oral communication skills

· Strong organisational and administrative skills

· Strong IT skills 
· Good numeracy skills


	· Knowledge of the UCAS application system



	Personal qualities
	· Customer-focused

· Attention to detail

· Ability to develop effective working relationships
	

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