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	About the Admissions team



The Admissions team at the University of St Andrews comprises 41 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. 
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. 
The work carried out in the Admissions team includes:
· Activity in support of the widening participation strategy of the University
· Liaison with academic admissions officers and support staff of the University 
· The development of links and long-term partnerships with schools, colleges, careers advisers, local and national education authorities, trusts and funding bodies
· Attending Higher Education and Careers Conventions 
· Visits to schools, colleges
and universities
· The development of promotional and guidance materials
· The provision of opportunities for prospective students to visit the University
· Daily contact with the public: potential students, parents, teachers, careers advisers and agent representatives.
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. 
University staff are engaged with prospective students, their families and advisers in a wide range of widening participation awareness and aspiration raising activities aimed at students who are:
· from low socio-economic groups
· attending schools of low attainment and progression 
· living in low participation neighbourhoods
· from care experienced backgrounds
· young carers
The successful post holder will focus on a variety of admissions work including student recruitment and admissions to full-time undergraduate and postgraduate programmes at St Andrews. There are opportunities to develop existing key and emerging markets and to make recommendations for future activity.
This challenging post will attract applicants with a good undergraduate degree who also have a minimum of five years of relevant experience. The post-holder will be required to undertake domestic and international travel and must bring with them the proven ability to build successful and lasting relationships in a variety of geographic, cultural and socio-economic contexts. 
	Job Description



	Job Title: Deputy Director of Admissions, Director of Access and Widening Participation
Professional Service Unit: Admissions 
Reporting to: Director of Admissions
As a member of the Admissions leadership team (Director of Admissions and two other Deputy Directors of Admissions) there is shared responsibility for the following posts: Office Manager, Assistant Director of Admissions (Recruitment and Conversion), Assistant Director of Admissions (Admissions), Assistant Director of Admissions (Recruitment Marketing), Access Manager (Academic), Senior Education Liaison Officer (Widening Participation Outreach Coordinator) and Senior Education Liaison Officer (Development and Support). 
Job Family: Managerial, Specialist & Administrative

	Working Hours: Full-Time 36.25 hours per week
Salary Range: Grade 8/ £51,630 - £58,089 per annum 
Reference No: AD2226AS
Deadline for applications: Monday 17 June 2019

Interview date: Wednesday 3 July 2019
Start Date: end of August 2019, or as soon as possible thereafter



	Main purpose of the role



The University of St Andrews is Scotland’s first university and one of the top universities of the world offering teaching and research of the highest quality. Our fundamental goal is to attract and nurture the best staff and the most promising students from around the world. We aim to be a beacon for diversity and social responsibility. The University’s five-year Strategy 2018-2023 expresses our ambitions across four distinct but equally important themes: World-leading St Andrews, Diverse St Andrews, Global St Andrews and Entrepreneurial St Andrews. Diversity and inclusion should be at the heart of the St Andrews experience, and should inform all that we do. We actively participate in national agendas, including government initiatives on widening access, while taking a perspective that is more ambitious. We believe that equality and excellence are entirely compatible, and we aim to attract those who can flourish around the world regardless of their age or background.
The post holder will work closely with the Director of Admissions, the Principal’s Office, the Deans, the Pro-Deans and the wider community of the University in order to support the University’s strategic plan and the ‘Diverse St Andrews’ pillar: https://www.st-andrews.ac.uk/about/governance/university-strategy/. 

The University has extensive access and widening participation activities which have had very positive results: https://www.st-andrews.ac.uk/study/access/. The Deputy Director of Admissions, Director of Access and Widening Participation will be responsible for the development, strategic direction, and evaluation of the University’s access and widening participation activities locally, nationally and internationally. The postholder will also be responsible for all recruitment, admissions and marketing relating to access and widening participation. 
The post holder will report to the Director of Admissions. 
	Key Duties and Responsibilities



Strategy and Leadership

1. Lead all members of staff working within the Access and Outreach portfolio.
2. Direct and maintain policy for the Access and Outreach portfolio.
3. Be the strategic lead for all aspects of access and outreach.
4. Build, maintain and improve relationships relating to access and widening participation with senior management in schools, colleges, third sector stakeholders and educational authorities locally, nationally and internationally.
5. Lead on the access and widening participation aspect of the University’s outcome agreement.

6. Secure support and create a framework for access and widening participation activities locally nationally and internationally.
Senior Advisory Role

7. Provide professional advice to senior management of the University on all things relating to access and widening participation including Government policy, demographics, competitor behaviour, qualifications and regulatory frameworks.
8. Work closely with senior colleagues belonging to the University’s various partner organisations relating to access and widening participation.
9. Represent the Admissions team, the University and access and widening participation at sector wide strategic groups, on internal and external committees, at meetings and working groups as required by the role and by the Director of Admissions.
Internal Management
10. Be responsible for budgetary accounts relating to access and widening participation.

11. In conjunction with the Director of Admissions oversee Unit planning as pertaining to Access and Widening Participation.

12. Perform a senior management role within the Admissions team including deputising for the
Director of Admissions.

Special Requirements 

· The post holder will have a flexible approach to working patterns and a willingness to work non-standard hours, including evening, weekend working, and working offsite or out of St Andrews.
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 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) 
	An undergraduate degree.

	Professional or postgraduate qualification in a relevant area or equivalent professional experience.
	Application form

	Experience & Knowledge
(examples of specific experience and knowledge sought) 

	High-level understanding of access and progression to Higher Education.

5 years’ experience of Access and Outreach activities, at the point of delivery and at policy level.
5 years’ experience of managing people.
Experience in managing and delivery of a sustained programme of activities. 
A proven ability to manage competing deadlines, and remain calm under pressure.
Experience of delivering accurate information to tight deadlines whilst under pressure.
Experience of managing and reporting on financial accounts within a clearly defined budget.
Experience of writing successful funding proposals.


	Experience of teaching in secondary school sector.
Experience of membership of national working groups relating to access and widening participation.
	Application form, presentation, interview

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

	Clear, accurate and persuasive communication skills, verbally in meetings, when presenting, and in writing (reports and policies).
Co-ordinate and monitor the workloads of others, to work calmly under pressure, and to hold others accountable to produce their work to time and to standard.
Excellent interpersonal skills when working with all stakeholders.
The ability to negotiate, to persuade a particular point of view, and to act with cultural sensitivity and emotional intelligence to achieve objectives with colleagues and customers alike.
High levels of literacy and numeracy, including the ability to manage and support central information and records clearly and accurately, and to report accurately on the specific area of work and its impact upon strategic corporate objectives. 
An ability to recognise

problems and identify appropriate solutions.
Excellent attention to detail and high levels of accuracy.
The ability to deal appropriately with confidential and sensitive information. 
The ability to act with tact and diplomacy.
Strong analytical skills and the ability to take information and data generated by others, to judge its accuracy and plausibility, and to analyse its effectiveness for managing strategy and operations and to anticipate and plan for the consequences of action proposed and taken based on such information and data.
A valid UK / EU driving license.


	
	Application form, presentation, interview.



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  



You are encouraged to speak with Julie Ramsay, Director of Admissions directly should you have any questions ahead of the closing deadline. To arrange a suitable time please email director.admissions@st-andrews.ac.uk 
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.
The deadline for applications is Monday 17 June 2019.

Interviews will be held on Wednesday 3 July 2019.
For all applications, please quote reference:  AD2226AS
The University of St Andrews is committed to promoting equality of opportunity for all, which is further demonstrated through its working on the Gender and Race Equality Charters and being awarded the Athena SWAN award for women in science, HR Excellence in Research Award and the LGBT Charter;  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 Swann 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. 



