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The Admissions team at the University of St Andrews comprises 42 staff to provide professional marketing, outreach and access, and student recruitment and admissions services to identify and attract the most academically talented students from across Scotland, the rest of the UK, the EU and overseas. 

The core business of the Admissions team is to ensure that good quality information, advice and guidance is provided to prospective students, applicants, entrants and their influencers, in home and overseas markets, at short course, summer school, undergraduate and postgraduate levels. The Admissions team works to attract, select, convert and admit the academically brightest students from a diverse range of backgrounds. The Admissions team also supports academic Schools with marketing to prospective students, and the management of applications, offers and admissions. 
Our student body is mainly made up of students from Scotland, UK and the EU however over 30 per cent of our student population comes from outside the UK/EU represented by over 120 different nationalities. One of the key aspects of the position is to attract the most academically capable students from a wide range of cultural and socio-economic backgrounds throughout Scotland, the UK and the rest of the world. The University is committed to the principles of educational opportunity, increasing diversity and equal opportunities resulting in a diverse student community and a more rewarding educational experience for all at St Andrews.

The team prides itself on being agile, flexible, outward looking and recruitment focused, developing strong and strategic relationships externally with leading high schools, institutions and organisations and internally with academic Schools, Careers, Corporate Communications, Development, Planning, Registry, Residence and Business Services and Student Services. These excellent relationships aim to continually support and enhance the experience for prospective students and applicants from their first point of contact with the University and throughout the admissions process. 

All members of Admissions are encouraged to think creatively to seek solutions for improved customer service and management of the services they deliver. 

Significant foci of the work in Admissions are activities related to external engagement and targeted communication with prospective students locally, nationally and internationally. The work of Admissions involves:

· marketing and recruitment of all of the University’s full-time degree programmes,

· undergraduate, study abroad and postgraduate recruitment,

· management of and participation in key stakeholder engagement events, 

· welcoming and interacting with visitors, 

· visiting, hosting and developing relationships with schools and universities, 

· planning and executing focused conferences,

· lead on developing training for agent representatives, 

· planning, managing and running projects which assist with recruitment objectives, 

· reading applications and making admissions decisions, and 

· conversion activities with students holding offers.  
The presentation of information in an accurate and tailored manner for our target audiences is an area of key importance to the University’s strategic delivery of admissions plans and targets. This role will ensure that the recruitment operations related to admissions accurately represent the University brand, support and manage the reputation and perception of the University of St Andrews and accurately and compliantly portray the teaching, learning and student experience. 

	                                                                Job Description

    


	Job Title: Recruitment Marketing Manager
School/Unit: Admissions

Reporting to: Assistant Director of Admissions (Recruitment Marketing)
Job Family: Managerial, Specialist & Administrative
Duration: Fixed term for 2 years

	Working Hours: Full time/36.25 hours per week
Grade/Salary Range: Grade 6/£33,797- £40,322 per annum

Ref No: AD2312SB
Start Date:  As soon as possible



	Main Purpose of Role    


The role of Recruitment Marketing Manager is an exciting opportunity to help change the face of the way the University markets to prospective students. 
Playing a leading role in the development and implementation of our new communications, campaigns and events management system, and in evolving our postgraduate marketing, this is a role for an ambitious marketer who wants to make a big difference.
Sitting within the Recruitment Marketing portfolio of work in Admissions, the Recruitment Marketing Manager will be instrumental in supporting the Admissions recruitment and conversion undergraduate and postgraduate targets, as well as in building awareness of our brand and programmes in new international and domestic markets.

Strategy

This role will work closely with senior colleagues in our recruitment marketing, recruitment and conversion, and widening participation and access portfolios to help develop market- and academic School-specific marketing and communications plans. The role will also be taking a leading role in developing new communications and marketing strategies in Admissions.
System integration and implementation

The Recruitment Marketing Manager will play a large part in the implementation and embedding of a new communications, campaigns and events management system (CCEM/CRM). Working within a small working group, this will be an excellent opportunity to help shape the direction of our communications and events for years to come.
Communications and messaging management

Take the leading role in the day-to-day management of all communications, messaging and materials used by the full Admissions team and colleagues across the University in the recruitment of students.
Brand and marketing
The person in this role will be a key person in the team’s expansion and move to working to promote the University’s brand and programmes across a range of markets and audiences. Taking a multi-channel, collaborative approach with colleagues around the University, this role is designed to help evolve the University’s approach to creating content to present the University and the student experience to prospective students.

Student growth through digital channels

This role will form a central part of Admissions’ (and the University’s) move to increase our student population to 10,000 students. With most postgraduate taught and an increasing percentage of undergraduate prospective students communicating with the University exclusively on digital channels, this post will help drive the strategic growth of our capabilities across several channels, as well as helping the University learn from a broad range of industries and organisations. 
Problem solving
As Admissions is a small and agile public-facing team, this role will be expected to take an active role in discussions and provide marketing expertise to solve a range of problems.
	Key Duties and Responsibilities    


The post holder will undertake all aspects of external marketing to support the recruitment and admissions for all cohorts for the university, including:

1. Act as a key part of the Admissions team, creating, running and reporting the effectiveness of campaigns to support the overall Admissions targets and objectives.

2. Work with colleagues in Admissions to ensure recruitment marketing campaigns are meeting strategic objectives across a range of markets, and act as a point of marketing expertise for colleague across Admissions and the wider University.

3. Manage the day-to-day activity of all communications and events being sent by Admissions (including events and tracking of related data) via our communications and event management systems.

4. Act as a point of contact for all parts of the University to ensure clarity of communication for the applicant throughout the application journey.

5. Play an integral part in the working group tasked with replacing, implementing and integrating a new communications, campaigns and events management system (CCEM/CRM) and the change management process around this.
6. Lead on the maintenance of the university’s key repository for all information relating to admissions information; including the publication of programme content across a range of channels.
7. Devise Recruitment Events and Campaign Management Tool strategies which complement and enhance the existing way of working to increase the conversion and take up of those students holding an offer of admission.
8. Co-lead (from a technologies perspective) a new postgraduate taught (Masters) programme digital recruitment and communication strategy with the Postgraduate Taught Recruitment and Admissions Manager.

9. Work with colleagues in Admissions and academic Schools focused on recruitment, marketing, conversion and innovation to devise School- and programme-specific communications and recruitment strategies.

10. Provide expert marketing advice to colleagues in Admissions to aid in the development of strategic marketing and recruitment plans in different home and overseas markets.

11. Work collaboratively with colleagues in Admissions, Corporate Communications and Development, to create innovative creative marketing campaigns and content to achieve strategic University goals through the Creative Services Incubator.
12. Report on market intelligence and competitor activities to inform colleagues for the Market Engagement Plans to support recruitment in key markets.
13. Lead the Market Research Group to help determine the direction of the University brand, provide feedback to academic colleagues on the programmes the University should offer, and what the likely interest will be.
14. Manage the collection and analysis from students/participants and decliners to identify patterns and solutions related to all admissions business and to aid strategic planning and decision making.

15. Ensure there is one up to date version of all key influencers and contacts for admissions initiatives for each target market including university agent representatives, funding bodies, overseas government departments, alumni, partner institutions, guidance teachers, college counsellors, careers services and other organisations that fund, or otherwise influence the study destinations of students.
16. In order to keep up to date with the front-line requirements of the Admissions team, this post may be required to travel for up to six weeks of the year.
17. Plan, manage and account for the proportion of budget spent on marketing.

18. To provide support to the Assistant Director of Admissions (Recruitment Marketing) and Director of Admissions or other members of the Admissions Leadership Team as required.
19. Deputise for Assistant Director of Admissions (Recruitment Marketing) when required.

Special Requirements 


· There is the potential for travel at home and overseas in this role, and this will require flexibility, self-motivation and a determination to succeed. The post holder will have a flexible approach to working patterns and a willingness to work non-standard hours, including evening and weekend working.
Please note that this job description is not exhaustive, and the role holder may be required to undertake other relevant duties commensurate with the grading of the post. Activities may be subject to amendment over time as the role develops and/or priorities and requirements evolve.  
	Person Specification    


This section details the attributes e.g. skills, knowledge/qualifications and competencies which are required in order to undertake the full remit of this post.  

	Attributes 
	Essential
	Desirable 
	Means of Assessment

(i.e. application form, interview, test, presentation etc)



	Education & Qualifications 

(technical, professional, academic qualifications and training required) 


	A good undergraduate degree or equivalent. 
A professional marketing qualification or at least two years working in a marketing role.
	A relevant postgraduate degree or professional qualification.


	Application, CV, document check.

	Experience & Knowledge

(examples of specific experience and knowledge sought) 


	Experience of developing and delivering dynamic, end-to-end multi-channel campaigns
Experience using and creating strategies communications strategies or CRM systems.

Proven experience of marketing and running campaigns and monitoring effectiveness

Experience using large volumes of data to influence, update and report on campaign effectiveness.

Experience of social media and its effective use as a marketing tool
Ability to work within the Data Protection legislation to maintain a high level of confidentiality and discretion regarding all prospective students.
High levels of literacy, including the ability to interpret information and records clearly and accurately.
	Experience, knowledge and understanding of the UK and/or international education environment.
Experience implementing a new CRM, CCEM or communications system.

Change management experience.
Experience managing budgets. 
	Application, interview, references.

	Competencies & Skills

(e.g. effective communication skills, initiative, flexibility, leadership etc)   


	High levels of data literacy.

Full clean UK driving License (it is a condition of the post that a valid driving license is held throughout the period of appointment)
Full passport

Strong prioritisation skills 

Effective communication and interpersonal skills, both written and verbal to allow networking and relationship building within and outside the university

Ability to develop a rapport with young people and their influencers and to relate to them in a culturally appropriate manner

Demonstrable organisational abilities

Experience of using a CRM

Ability to take direction from managers and colleagues, seek clarification and direction when necessary and to use initiative to suggest solutions

Excellent customer care skills and a flexible and enthusiastic approach to work 
	Understanding of web Analytics focuses on the collection, reporting, and analysis of website data.


	Application, interview, presentation.

	Other Attributes/Abilities 

(if applicable) 


	Frequent travel will be expected and will require flexibility, self-motivation and determination to succeed 
The post-holder will have a flexible approach to working patterns and a willingness to work non-standard hours, including evening and weekend working.
	
	Application, interview, references.


Essential Criteria – requirements without which a candidate would not be able to undertake the full remit of the role.  Applicants who have not clearly demonstrated in their application that they possess the essential requirements will normally be rejected at the short listing stage. 

Desirable Criteria – requirements which would be useful for the candidate to hold.  When short listing, these criteria will be considered when more than one applicant meets the essential requirements.  
	Other Information    


Interested candidates are asked to apply via the job vacancies link, fill in the application form and upload the following:
· Curriculum vitae (maximum two pages of A4)

· Letter of interest (maximum one page of A4) highlighting how the candidate would approach the role focusing on adding value to recruitment, conversion and innovation across the team.

We encourage applicants to apply online at www.vacancies.st-andrews.ac.uk/welcome.aspx, however if you are unable to do this, please call +44 (0)1334 462571 for a paper application form.  

For all applications, please quote ref:  AD2312SB
The University is committed to equality for all, demonstrated through our working on diversity awards (ECU Athena SWAN/Race Charters; Carer Positive; LGBT Charter; and Stonewall).  More details can be found at http://www.st-andrews.ac.uk/hr/edi/diversityawards/.

The University is committed to equality of opportunity.

The University of St Andrews is a charity registered in Scotland (No SC013532).
	Obligations as an Employee   


You have a duty to carry out your work in a safe manner in order not to endanger yourself or anyone else by your acts or omissions.   

You are required to comply with the University health and safety policy as it relates to your work activities, and to take appropriate action in case of an emergency.
You are required to undertake the Information Security Essentials computer-based training course and adhere to its principles alongside related University Policy and Regulations.
You are responsible for applying the University’s equality and diversity policies and principles in your own area of responsibility and in your general conduct.

You have a responsibility to promote high levels of customer care within your own area of work/activities.

You should be adaptable to change, and be willing to acquire new skills and knowledge as applicable to the needs of the role.  

You may, with reasonable notice, be required to work within other Schools/Units within the University of St Andrews.

You have the responsibility to engage with the University’s commitment to Environmental Sustainability in order to reduce its waste, energy consumption and carbon footprint.
	Who Are We? St Andrews At a Glance   


Third oldest university in English speaking world

Consistently ranked one of the UK’s top five universities
Award-winning teaching quality and student experience
Top in UK for student satisfaction
Research-intensive – ranked 14th in UK Research Excellence Framework
Athena SWAN Bronze Award holder
Strategy founded on ambition to be World-Leading, Diverse, Global, Entrepreneurial and Socially Responsible.

Over 9000 students and 2500 staff

Highly international – over 45% of students and staff are from outwith the UK

A non-campus university, closely integrated with the ancient town of St Andrews

Top quality sports, music and nursery facilities for staff and students 

Committed to sustainability and a pioneer of green energy solutions
	The University & Town 




Founded in the early 15th century, St Andrews is Scotland’s first university and one of the oldest in the world. 

Situated on the east coast of Scotland and framed by countryside, beaches and cliffs, the town of St Andrews was once the centre of the nation’s political and religious life.

Today, it’s a vibrant academic town with a distinctively cosmopolitan feel where students and university staff account for more than half of the local population.

The University of St Andrews is a diverse and international community of almost 12,000 students and staff, typically of over 140 nationalities. It has over 9000 students, just over 7,000 of them undergraduates, and employs approximately 2,500 staff - made up of c. 1,190 in the academic job families and c 1,350 in the non-academic job families.

Under the leadership of current Principal Professor Sally Mapstone, the University’s Strategy (2018-23) is to broaden its global influence, become more diverse and consolidate its long-held position amongst the top five universities in the UK.

The plan sets out St Andrews’ ambitions to grow its international profile, champion diversity and inclusivity, expand its portfolio of world-leading research, develop stronger links with industry and embed a new culture of entrepreneurship among students and staff.

It also places social responsibility at its heart, with a pledge to manage growth in student numbers, foster a growing culture of sustainability and pursue a research and teaching agenda for the wider public good.

The University is one of Europe’s most research-intensive seats of learning. In the Research Excellence Framework (REF) 2014 it was ranked top in Scotland for quality of research output and one of the UK’s top 20 research universities.

St Andrews is consistently held to be one of the United Kingdom’s top five universities in university league tables compiled by The Times and The Sunday Times, The Guardian and The Complete University Guide.

It has frequently been rated the leading university in Scotland for teaching quality and academic experience, and in the National Student Survey 2018/19 was the leading mainstream UK university for student satisfaction.



In international and world rankings St Andrews scores highly for teaching quality, research, international outlook and citations. It is currently a World Top 100 institution in the QS World University Rankings 2019.



St Andrews’ reputation for teaching, research and student satisfaction make it one of the most sought-after destinations for prospective students from the UK, Europe and overseas. 

The University typically averages 12 applications per place and has not offered Clearing places for over a decade. St Andrews has highly challenging academic entry requirements to attract only the most academically potent students in the Arts, Sciences, Medicine and Divinity. 

St Andrews holds an Institutional Athena SWAN Bronze Award, while the Schools of Biology, Physics & Astronomy and Psychology and Neuroscience have achieved Athena SWAN Silver Awards. 



