
 
 
 
 
 
 
 
 
Department/Section:   External Relations  
Location:   Waterfront Building, University of Suffolk, Ipswich  
Salary:   £26,495 - £28,936 per annum (full time rate). 
Grade: Grade 6; points 23 to 26  
Contract status: Permanent  
Hours of work:                                 Hours – 33.3hpw, (0.9 fte) 
Responsible to:                                Director of External Relations  
Reports on a day-to-day basis to:  International and EU Recruitment Manager 
 
 
Purpose of the Job 
 
The International Officer will work alongside the International and EU Recruitment Manager to 
implement the International and EU Recruitment strategy, recruiting high quality students from key 
markets to undergraduate and postgraduate programmes of study at the University of Suffolk. The 
post-holder will be required to travel outside of the UK to attend Higher Education exhibitions, deliver 
presentations in high schools and develop relationships with key stakeholders, such as educational 
agents. International activity at the University of Suffolk is geographically focussed on markets within 
Eastern Europe and South East Asia.  
 
 

 
Directorate of External Relations  
The role of the External Relations Directorate is to implement and develop the External Relations 
strategy for the University of Suffolk. The Directorate comprises the functions of: Student Recruitment 
and Outreach, International and EU Recruitment, Admissions, Marketing and Communications,  
Events and Conferencing and Market Research and Development.  
 

The University of Suffolk 

 
After nine years of strengthening its reputation the University of Suffolk, formally known as University 
Campus Suffolk, achieved University status in 2016. This evolution was much faster than expected, 
faster than any other institution, which speaks volumes for the quality of education on offer here and 
the quality processes completed to achieve full status.  
 
Before now, Suffolk was one of only four counties in the UK without a university, and both staff and 
students have been working towards establishing the institution as a distinct and reputable place of 
study. Considering its humble beginnings and the fact that the University of Suffolk is young and small 
compared to other institutions, its growth is of key economic and educational importance: putting 
Suffolk on the map as an exciting destination for students to learn and discover opportunity. 
 
The University of Suffolk is agile and responsive, custom built for a changing world, absorbing the 
best of UK university traditions and aligning them with a twenty first century audience and a modern 
world of employment and entrepreneurship. It is committed to being economically relevant and having 
a measurable civic impact, whilst remaining student centric.  
 



The University of Suffolk is comprised of the main Ipswich Campus, with learning networks in the 
Further Education Colleges in Bury St Edmunds, Great Yarmouth, Lowestoft, and at Suffolk New 
College.  

 
 
Duties of the Post: 
The main duties and responsibilities of the postholder will include: 
 

1. Work closely with the International and EU Recruitment Manager to implement the 
International Recruitment strategy; 

2. Help to grow international and EU student numbers to meet institutional targets, and 
increase income from the recruitment of full fee-paying students; 

3. Alongside the International and EU Recruitment Manager, implement a programme of 
international recruitment events and activity in key markets; 

4. Attend international recruitment and promotional events in target markets, giving talks and 
presentations, and undertake follow-up work arising from these trips;  

5. Develop excellent working relationships with colleagues across the institution, working with 
faculties to help grow their international numbers; 

6. Develop stronger working relationships with educational agents in key markets; 
7. Develop and maintain contact with pathway colleges and international schools in the UK, 

including attending and hosting recruitment events as required; 
8. Work with the Market Research and Development team to produce market intelligence 

which will inform the development of future initiatives; 
9. Work closely with the Marketing and Communications team to develop appropriate 

marketing materials and advertising campaigns for overseas markets; 
10. Maintain content of the International and EU section of the University website; 
11. Work closely with the Admissions team to ensure the effective processing of overseas 

applications ensuring a smooth transition from enquiry to enrolment; 
12. Comply with UKVI and Tier 4 requirements, advising other University staff as required; 
13. Develop international alumni activities and initiatives to support student recruitment; 
14. Ensure compliance with Health and Safety Regulations; 
15. Any other duties as may be assigned from time to time by the International and EU 

Recruitment Manager or their nominee. 
 

These duties are a guide to the work that the post holder will initially be required to undertake. They 
may be changed from time to time to meet changing circumstances and do not form part of the 
contract of employment. 



Selection Criteria 
Candidates will be assessed against the following essential/desirable attributes: 
 
 Essential Desirable 
 
Education and 
Qualifications 

 
• Degree or equivalent level 

qualification 
 

 
 

 
Knowledge and 
Experience 

 
• Interest in and knowledge of 

current issues in the Higher 
Education sector 

• Experience of public speaking, 
preferably to school age 
audiences 

• Experience of disseminating 
information 

• Experience of attending events 
 

 
• Experience of international 

or EU recruitment 
• Knowledge of international 

admissions and UKVI 
• Experience of organising 

events 
• Experience of marketing 

and communications 
 

 
Skills 

 
• Excellent written and oral 

presentation skills and an ability 
to communicate effectively 

• Ability to build relationships with 
internal and external 
stakeholders 

• Excellent organisational skills 
• Ability to work on own initiative 

and to deadlines 
• Ability to work as part of a team 
• Dynamic approach to working 
• Excellent IT Skills 

 

 
 

 
 

 
Attitude 

 
• Willingness to travel 

internationally and 
independently, sometimes 
spending long periods of time 
away from home  

• Ability to satisfy a  Disclosure & 
Barring Service check 

• An understanding of and 
commitment to Equal 
Opportunities, and the ability to 
promote this in the day to day 
work of the post 

• Holder of passport with no travel 
restrictions 

 

  



 
 
Appointment Terms 
 
This permanent post is on Grade 6 of the scale. The salary range for the post is £26,495 - 
£28,936 per annum (full time rate). The hours of work are 33.3 hpw, or 4.5 days. There is a 
requirement, from time to time, to work flexibly outside of these hours and to spend periods 
away overnight.   
 
The post requires regular lone travelling to recruitment events outside of the UK. A minimum 
age of 21 is required to meet with the terms and conditions required by the car insurance 
providers should the postholder need to make use of a hire car through the University of 
Suffolk for attending events. 
 
 
ENQUIRIES 

For specific enquiries about the role please contact Christopher Garratt (01473) 338556 or email 
chris.garrett@uos.ac.uk 

For general enquiries about applications please contact the HR team (see below). 
 

Closing date: Monday 18th September 2017   
 
Interview date: Monday 2nd October 2017 
 
 
Equal Opportunities 
 
All applicants will be afforded equal opportunity of employment irrespective of gender, age, 
marital status, sexual orientation, disability, colour, race, nationality, ethnic or national origin or 
religion.  Furthermore, applications are welcome from people with a disability who possess the 
necessary attributes for the post. 
 
 
NO SMOKING POLICY 
 
A no smoking policy operates at all University of Suffolk premises, including the use of electronic 
cigarettes/pipes. 
 
APPLICATIONS 
 
Please see below for specific instructions on how to apply.  Please note that applicants who fail to 
return all the documents asked for, may be discounted. 

  
 
To apply for this post: 
 

• All forms and information can be found on our website http://www.uos.ac.uk/jobs 
• Fill in the Application Cover Sheet and include details of any flexible working request you 

are making 
• Complete the monitoring form  
• Attach a curriculum vitae and a letter of application setting out clearly how you meet the 

essential and desirable criteria for this post 
• Return them as Word (.doc) attachments by e-mail to: jobs@uos.ac.uk please put the 

post title in the subject box of your email.  
•    If you are unable to email your documents, you may post them to  
 

http://www.uos.ac.uk/jobs
mailto:jobs@uos.ac.uk


   The Human Resource Team 
   University of Suffolk 
   Waterfront Building 
   Neptune Quay 
   Ipswich   
   Suffolk 
   UK 
   IP4 1QJ 

 
If you are unable to apply via the website please ask for an application pack from the address above, 
or by phone on 01473 338351. 
 
 
 
FLEXIBLE WORKING 
 
As a Top 30 Employer for Working Families 2016 we consider flexible working requests 
for all our vacancies.  This might include adjustments to the working location, hours, time, 
or working on job share basis.   
 
Applicants wishing to apply for a flexible working arrangement should state clearly that 
they are applying on a flexible working basis providing details of their request including 
their availability for work.  
 
 
 
 
 
 


	Selection Criteria

