

University of Sunderland 
Role profile 

Job title:
Student Recruitment Assistant 

Grade:
C

Department:
Home Student Recruitment 

Location:
Sunderland Campuses (with frequent travel across the region and nationally when required)

Reports to:
Student Recruitment Officer 

Working hours:
37 hours a week (1.0 FTE)
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The  role: 
As Student Recruitment Assistant, you will plan and deliver student recruitment activities, promoting the University and Higher Education, to prospective students across the UK, working with Post-16 schools and colleges. 

You will provide cross service support to other areas of the Home Recruitment Service and to support other priority areas as business needs demand. This will also include providing support in any of the current or new project strands including work with our supported entry progression schemes or postgraduate recruitment campaigns.

In this role you will build strong working relationships with schools and colleges promoting the University’s outreach offer and creating bespoke recruitment activity where required. 
 
The responsibilities:
· Work closely with team members to provide support, advice and guidance to feeder schools, colleges and other organisations through a range of on and off campus recruitment events and digital activities.
· Plan, organise and deliver bespoke subject-led activities for targeted schools and colleges in line with the strategic undergraduate recruitment plan, including recruitment, retention and progression activities delivered in person and online.
· Support the delivery of the University's postgraduate recruitment strategy.
· Develop and maintain relationships with post-16 schools and colleges, arranging meetings, visits and follow-up activities to support a wide range of University recruitment initiatives.
· Create engaging workshops and presentations that can be delivered both face to face and online to support targeted outreach activity.
· Deliver a range of recruitment, retention and progression activities, including on and off campus school and college engagement, subject taster days, campus tours, workshops, UCAS and Higher Education fairs, Summer Schools, Open Days, Applicant Days, Interviews and Clearing. This will include presenting timetabled sessions and supporting residential activities where required.
· Work collaboratively with colleagues across Home Recruitment and External Relations teams to support the achievement of University recruitment targets.
· Work with the Marketing Campaigns Team to create and manage data, respond to campaign leads and set up events using Microsoft Dynamics 365.
· Work with the Events and Applicant Experience Team to organise bespoke "Get Into" events requested by schools and colleges.
· Work with the Digital Content Team to enhance digital outreach activity and develop virtual and remote engagement opportunities.
· Work with the Data and Evaluation Officer to support the development and completion of tracking and evaluation processes that evidence the impact of outreach activities.
· Work closely with Student Recruitment Officers and the wider team to provide planning and administrative support across a range of activities and projects, including supported progression schemes.
· Maintain accurate records of outreach activity using Microsoft 365 and HEAT, ensuring data is recorded and reported appropriately.



· Manage allocated recruitment email inboxes and provide administrative support, including minute taking at team and service meetings.
· Undertake staff development and self-directed continuing professional development activities and work flexibly to support student recruitment priorities.
· Actively promote and contribute to a culture of learning and continuous improvement by sharing knowledge and skills, identifying and implementing best practice, and using feedback to enhance activities.
· Support Student Recruitment Officers and the Student Recruitment Manager in achieving objectives within the Home Recruitment Service Plan.
· Support the wider student recruitment team as required, recognising that priorities may change in line with business needs.

Special circumstances:
· A flexible approach to working will be required, including weekends and evenings.
· This role will involve UK travel and overnight stays and therefore requires a full clean driving license and access to your own car for business purposes. 
· This role also requires enhanced DBS (Disclosure and Barring Service) clearance.

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 Degree Level or appropriate level of experience within a similar role.

· Teaching or IAG qualification (desirable).

Your experience includes:
· Comprehensive knowledge of Higher Education.
· Knowledge of the UCAS cycle, postgraduate recruitment and other non- traditional student recruitment pipelines.
· Knowledge and understanding of the relationship between Higher Education and Further Education.
· Delivering presentations and workshops.
· Building business to business relationships and networking.
· Working within a customer focused environment.
· Working with the Student Records System SITs or similar databases.

· Working within the Higher Education sector (desirable).
· Understanding of marketing activity (desirable).
· Knowledge of safeguarding policies when working with children and vulnerable adults (desirable).

What we’re looking for
Your expertise includes:
· Exceptional planning and organisational skills.
· Strong IT skills, including a proven ability to use a variety of Microsoft Office packages.
· Ability to work under pressure and flexibly, in a busy environment.
· Managing competing priorities within tight deadlines.
· Ability to deal with conflict and overcome difficulties.
· A commitment to ongoing professional development.
· Ability to demonstrate self-confidence, enterprise and a positive outlook.
· Ability to maintain and development relationships both internal and external.
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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.

EXCELLENT
	[image: ]
	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.


INCLUSIVE 
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	We celebrate our diverse culture where everyone's contribution is welcomed and valued. Role models are:

Role models are:
· RESPECTFUL: Understand differences & respect Individuality
· AUTHENTIC: Strive for honest & genuine interactions
· DIVERSITY CHAMPIONS: Invite & listen to the views & opinions of others


INSPIRING
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	We will provide an inspiring, enterprising, and empowering experience for our students and staff.

Role models are:
· 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


INNOVATIVE
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	We value people for their creativity and update our knowledge and practice to enhance the student experience and improve our institutional performance.

Role models are:
· 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


COLLABORATIVE
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We work together as a community with our partners and build lasting relationships to achieve our shared ambition.

Role models are:
· 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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