

University of Sunderland 
Role profile 

Job title:
Admissions Assistant 

Grade:
C

Department:
Admissions, 
Student Journey

Location:
Sunderland Campuses

Reports to:
Admissions Officer

Working hours:
37 hours per week

[image: A cityscape with buildings and a bridge]
[image: University of Sunderland logo and text]	

[image: University of Sunderland logo and text]


The role: 
As Admissions Assistant, you’ll play a vital role in delivering an excellent applicant experience, supporting the smooth running of the University’s Admissions and Immigration Compliance functions during peak recruitment periods, including Clearing.  

You’ll act as a key point of contact, responding to high volumes of enquiries across email, phone, Teams chats, and webforms, ensuring a professional, timely, accurate, compliant and customer‑focused service.

You will support colleagues across Admissions providing clear guidance and ensuring applications are assessed accurately and in line with University policies and UKVI requirements. Your strong communication skills and customer‑focused approach will help applicants navigate the admissions process positively and efficiently.


The responsibilities: 
· Assist the Admissions Officer in the effective operation of the University’s admissions and immigration compliance functions, including holding individual responsibility for designated areas and related processes and procedures.
· Liaise with external bodies to report and resolve issues relating to the student record, for example UKVI.
· Support the effective coordination, organisation, and maintenance of applicant and student records throughout the admissions lifecycle.
· Take responsibility for effective day‑to‑day processing in a specified area on a rotating basis, including application processing, audits, and immigration checks.
· Manage high volumes of inbound enquiries by phone and email, delivering clear, accurate, and applicant‑focused guidance.
· Monitor shared inboxes and effectively triage enquiries to ensure service level response targets are met.
· Maintain and update applicant records within admissions systems (e.g. SITS/Evision), ensuring high levels of accuracy, data integrity, and compliance.
· Administer the University’s application, offer, acceptance, and enrolment processes in line with policy and agreed timelines.
· Work effectively with large volumes of data to support operational delivery and achieve business objectives.
· Contribute to the continuous development and improvement of processes and procedures within the student administration team.
· Act as a team source of expertise and advice on admissions and immigration compliance, including fairness, transparency, and the assessment of non‑standard qualifications, and support the sharing and embedding of good practice.
· Assist colleagues to ensure effective operations in specified areas (for example DBS and medical application forms), ensuring all applicants and students are cleared within agreed timescales.
· Escalate complex or sensitive enquiries to senior colleagues or academic teams, ensuring timely, appropriate, and well‑documented resolution.


Special circumstances:
Occasional weekend and evening work may be required during peak periods such as Open Days and Clearing, and in response to service needs, some work may be required during University Closure periods.


The benefits:
At The University of Sunderland, we are committed to creating a work environment where you can truly thrive. We recognise that our success is built on the dedication and talent of our people, which is why we have developed a benefits package designed to support you in every aspect of your life.

From generous annual leave and enhanced pay for important life events like maternity, paternity, or adoption, to flexible work options that help you balance life’s demands, we’ve got you covered. Our benefits also include access to our award-winning staff support networks, confidential employee assistance, discounts on major retail brands, leisure activities, travel to work, and more.

At Sunderland, we’re not just offering a job, we’re offering a place where you can grow, connect, and feel truly valued. 



Who we’re looking for

Your qualifications include:

· Educated to English GCSE or equivalent qualification; or substantial relevant experience.
· A‑levels or equivalent qualification (desirable).
· Training or certification in customer service, student administration, or compliance‑related areas (desirable).
· Understanding of UKVI requirements, student immigration rules, or international qualifications (desirable).

Your experience includes:
· Experience working in a busy administrative or customer‑service environment managing high volumes of enquiries by phone and email.
· Experience using CRM or student information systems (e.g., SITS) or similar large database. 
· Experience following policies, guidelines, or regulatory requirements when making decisions. 
· Experience handling sensitive or complex information with accuracy.
· Experience in a higher education admissions, student services, or compliance‑based role processing applications, assessing documentation, or verifying eligibility (desirable).
· Experience working with individuals whose first language is not English (desirable). 

What we’re looking for
Your expertise includes:
· Excellent communication skills, with the ability to explain complex information clearly and sensitively to a diverse audience with accuracy, clarity, and attention to detail.
· Excellent customer service skills, including cultural awareness and sensitivity when communicating with applicants from diverse backgrounds.
· Ability to assess information and make consistent, evidence‑based decisions in line with set criteria.
· Ability to manage multiple tasks, prioritise effectively, and work to deadlines in a high‑volume environment.
· IT skills, including use of email, databases, and Microsoft Office applications.
· Ability to work collaboratively within a team and build effective working relationships.

· Knowledge of UK higher education admissions processes, entry qualifications, and English‑language evidence (desirable).
· Understanding of UKVI compliance requirements for international students (desirable).
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Culture Framework:
Our Culture Framework presents the way we do things at the University of Sunderland. It is a living document of our culture. It supports how we apply ourselves at work and it helps with our approach to making decisions and working with each other. 

It is woven into all our people policies and procedures, supporting how colleagues are managed, recognised, and developed. Our values are our shared principles as an institution. We undertake actions to make them come to life. If you decide that a career with us is perfect for you, then these principles will lead and motivate your work every single day.
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INCLUSIVE
We celebrate our diverse culture where everyone's contribution is welcomed and valued.

What role models do:
RESPECTFUL - Understand differences & respect Individuality
AUTHENTIC - Strive for honest & genuine interactions
DIVERSITY CHAMPIONS - Invite & listen to the views & opinions of others
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INSPIRING
We will provide an inspiring, enterprising, and empowering experience for our students and staff.

What role models do:
ENTHUSIASTIC - Bring pride to the work we do, championing the work of others and our University
ENCOURAGING - Motivate & support others through meaningful feedback
LIFE-LONG LEARNERS - Continually seek opportunities to develop & share learning with others
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INNOVATIVE 
We value people for their creativity and update our knowledge and practice to enhance the student experience and improve our institutional performance.

What role models do:
CREATIVE - Look inside & outside of the University for inspiration
CURIOUS - Open to ideas, asking questions & challenging respectfully
SOLUTIONS FINDERS - Look for ways to continually improve & taking risks to make it happen
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COLLABORATIVE 
We work together as a community with our partners and build lasting relationships to achieve our shared ambition.

What role models do:
ACCOUNTABLE - Take ownership of our own work and our impact on others
COMMITTED - Share information and knowledge with others
RELATIONSHIP BUILDERS - Work effectively in our own teams but also involve others outside of our immediate teams or the University
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EXCELLENT
We strive for EXCELLENCE in all that we do in teaching, learning, research and knowledge exchange, as well as in the services we provide to students and to each other.

To enable us to be excellent, we seek to act in ways that are INCLUSIVE, INSPIRING, INNOVATIVE & COLLABORATIVE.




image1.png
~N
A - Nl |
A v
A pr
P L L)
~ -~ ﬁ— i (W
~ —
~ ——
E
- =1 —
LECTIRE THEATRS et
———
I
T\YYTYY
0100 I ia
n it JO0 ne
(R ..
100 oo

0o ‘
TT T 1} - |





image3.png




image4.png




image5.png




image6.png




image7.png




image8.png




image2.png
lifechanging W University of

W Sunderland




