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Admissions Adviser 
 

Section Admissions 
Location: Ipswich (Waterfront) Campus. 
Salary: Within the range £20,695 - £23,067 per annum/pro rata 
Grade: 4; points 13 to 17 
Contract status: Fixed Term to July 2020 initially 
Hours of work: 37 hours per week 
Pension: USS 
Annual Leave entitlement 25 days pa pro-rata, plus Bank Holidays and closure days 
Responsible to: Admissions Manager 
Reports on a day-to-day basis to: Admissions Officer 

 
 
 
 

About the Department 
 

The Admissions department is responsible for the Undergraduate, Postgraduate and part-time 
admissions to the University of Suffolk, undertaking all aspects of Admissions administration for all 
programmes offered by both Ipswich and the Partner Colleges. The Admissions Team is frequently the 
first point of contact for applicants and we are therefore responsible for delivering a seamless and 
positive experience to applicants, providing information and advice about the courses we offer to ensure 
successful conversion of applicants to the University of Suffolk. 

 

Purpose of the job: 

 

Working closely with Admissions tutors and the Admissions team, Admissions Advisors have 
responsibility for the efficient administration of student applications for a designated set of courses, 
alongside other Admissions projects. 

 
 

Role Outline 
 

1. Take responsibility for the processing, managing and monitoring of undergraduate and 
postgraduate applications to the University of Suffolk and its Partner Colleges. 

 
2. To assess applications and apply standard decisions on behalf of Admissions Tutors, discussing 

borderline and/or special cases with appropriate colleagues. 
 

3. Ensure that correct and valid decisions are made by referring to the University’s agreed criteria 
for each course, using specialist knowledge and recording all such decisions on the student 
record system (OASIS), within the specified deadlines. 

 
4. Facilitate the co-ordination of applicant interview dates and selection days throughout the year 

for designated courses. 

 
 

JOB DESCRIPTION 
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5. Liaise and support Admissions Tutors in the decision making process, ensuring applications are 
dealt with in a timely manner and in line with internal service level guidelines, escalating where 
necessary. 

 
6. Provide appropriate, accurate and timely responses to verbal and written enquiries from 

potential and current applicants, covering a wide range of information from applications to 
finance, accommodation and student life and ensure a high level of customer service at all times. 

 
7. Provide advice and appropriate training to Admissions Tutors, colleagues at the Partner 

Colleges and other university staff on admissions policies and procedures. 
 

8. Analyse and verify applicant documents such as educational certificates, assess suitability and 
comparability of UK and international qualifications using appropriate external agencies such as 
UK Naric or Ofqual. Request additional information from applicants as necessary. 

 

9. Assist in the identification of potentially fraudulent documents and refer them to the Admissions 
Officers. 

 

10. Ensure that regulations and legislation relating to the admission of Higher Education students 
are met including those relating to international or European Union applicants, applicants with 
criminal records or applicants who have previously studied at Higher Education level etc. 

 
11. To undertake a range of IT-related tasks supporting the work of Admissions, which includes 

using the student record system (OASIS & SITS), Microsoft programmes such as Word, Excel, 
Outlook and other internal databases. 

 
12. Monitor course applications, offers and acceptances in order to identify progress towards and 

achievement of course student recruitment targets. 
 

13. To support the Admissions Team and other teams within the Directorate of External Relations 
in other Admissions related projects such as the Applicant Portal, website development, UCAS 
course listings and publications etc. 

 
14. To establish and maintain positive working relationships with a diverse range of academics, 

professional services staff and other stakeholders in the admissions process. 
 

15. To provide an enquiries and advice service to students, staff and members of the public as and 
when required in the Infozone. 

 
16. Attend and represent the University of Suffolk at Open Days, assist in the delivery of pre-entry 

talks to prospective applicants, attend HE Fairs around the country and support 
recruitment/conversion activity as and when required. 

 
17. To ensure compliance with Health and Safety Regulations. 

 

This Job Description sets out the major duties associated with the stated purpose of the post. It is 
assumed that other duties of a similar level/nature undertaken within the section are not excluded 
simply because they are not itemised. 

 

The duties of this post could vary from time to time as a result of new legislation, changes in technology 
or policy changes. In this case, appropriate training may be given to the post holder to undertake this 
new/varied work. 
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Decisions to be made by the postholder: 

 
The majority of decisions expected of this post are taken within established procedures, practices and 
routines. The post holder is expected to recognise variations from the accepted pattern, missing 
documentation or other unusual aspects and to bring these to the attention of senior staff. 

 
The appropriate response to telephone or personal enquiries and queries and when to refer such 
matters to senior staff. 

 
The processing of correspondence and other communications. 

 
Selection Criteria 

 
Candidates will be assessed against the following essential/desirable attributes: 

 

 Essential Desirable 
 

EDUCATION AND 
QUALIFICATIONS 

 

 Educated to A level or equivalent 
level qualification 

 

 Degree level educated or equivalent 

 Business or IT related qualification 

 
 

 
KNOWLEDGE 

AND 
EXPERIENCE 

 Administrative experience in an 
office/education environment. 

 Proficient use of Microsoft Office 
package. 

 Use of other databases and software. 

 Experience of providing high levels of 
customer service in a professional 
setting. 

 Experience of developing & implementing 
new ideas or processes 

 Work experience within a Higher 
Education setting 

 
 
 
 
 
 
 
 
 
 

SKILLS 

 High level of accuracy and attention to 
detail. 

 Proven ability to operate within tight 
deadlines and manage multiple tasks 
or activities at any one time. 

 Effective communication skills, both 
oral and written, to deal tactfully and 
sensitively with people at all levels. 

 The ability to establish and maintain 
good working relationships with a 
wide range of people. 

 The ability to work on own initiative. 

 Flexibility; the ability to work as part of 
a team and establish personal 
priorities, seeking advice 
appropriately. 

 The ability to respond flexibly and 
positively to changing requirements. 

 Ability to analyse and interpret data. 

 Evidence of problem-solving 
capabilities 

 

 

 
ATTITUDE 

 Willingness to work under pressure 
and maintain high levels of 
professionalism. 

 Self-motivated, committed and pro- 
active approach to work. 

 

http://www.gov.uk/dwp/disabilityconfident


 
 

 
 

 
 

 
 

 
 

We are actively committed to growing and supporting our diverse workforce and welcome applications from all backgrounds and 

communities 
 

 

 Essential Desirable 

  Willing and able to develop successful 
working relationships with a wide 
variety of individuals within the team 
and across the institution as a whole 

 An understanding of and respect for 
the confidentiality required by the 
post. 

 The willingness to undergo 
appropriate skills training. 

 An understanding of and commitment 
to Equal Opportunity Policies, and the 
ability to promote this in the day to 
day work of the post. 

 

 

Closing date: Friday 15th November 2019  
  
Interview Date: Thursday 28th November 2019  
 

INFORMAL CONTACT FOR DISCUSSION 
Holly Bowen, Admission Manager by email holly.bowen@uos.ac.uk 

 
APPOINTMENT TERMS 
This post available is full time, fixed term basis until July 2021, with the possibility of being made 
permanent. Annual leave is 25 days per full academic year, in addition to public holidays and days 
when the University is closed, typically over the Christmas period. 

 

FLEXIBLE WORKING 

We consider flexible working requests for all our vacancies. e.g. adjustments to the working 
location, hours, time, or working on job share basis. 

 

We are a Top 30 Employer for Working Families 2016 and 2017 but we recognise that flexible working 
is not just for parents and carers. Our inclusive Flexible Working policy is open to all our staff and 
designed to support our people achieve a positive work-life balance, regardless of their personal 
circumstances. 

 

Equality, Diversity and Inclusivity 
The University of Suffolk is a diverse and vibrant community and is committed to providing equality of 
opportunity to all staff and students. Our approach is inclusive; valuing the contribution of every 
member of the institution and the communities we serve. 

 
As users of the Disability Confident scheme, we guarantee to interview all applicants who declare a 
disability and who meet the minimum essential criteria for the vacancy. 

 

NO SMOKING POLICY 

A no smoking/vaping policy operates at all University of Suffolk premises. 
 

  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, including our Guidance notes on how to apply and the Privacy Notice 
for Candidates, can be found on our website http://www.uos.ac.uk/jobs 
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 Complete 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 
and reference number in the subject box of your email.  

     If you are unable to email your documents, you may post them to  
 

   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. 
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