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Job Description – Summer Admissions Manager
Main purpose of the role

To ensure that booking a course for the full range of summer programmes for juniors and teenagers at St. Clare’s is a positive experience both for direct clients and agents.

Main responsibilities and duties
1. Co-ordinates, advises and supports a small team of temporary staff to assist with the admissions process from February to August.
2. Supports the Promotions Department in mail-shots, brochure production, contacts with influencers, issuing and renewing contracts, providing electronic updates, analysing data etc.

3. Gains full product knowledge of the range of courses available and proficiency in the administrative systems at St. Clare’s, inputting bookings as necessary throughout the year.
4. Liaises between client, Promotions Manager, Accommodation Officer, EFL Director of Studies, Director of the IB Institute or Short Courses Administrator over the availability of courses.

5. Develops a positive working relationship with the agent network and liaises regularly with the marketing department on promotions, commissions, complaints and concerns.

6. Handles sales enquiries efficiently via telephone, e-mail, web and fax etc. entering student registrations into the college database (Streamline) with due attention to detail.

7. Follows up the booking through confirmation letters, invoices and joining documents, transfer details to clients (both agents and direct customers) and maintains a log of interactions.

8. Collects deposits from direct clients to secure the booking and final payments 3 weeks prior to the arrival-date. (It is the responsibility of the Summer Admissions team to ensure all fees are collected for direct bookings. The Bursary is responsible for collecting fees for bookings linked to agents.) 

9. Liaises with colleagues (in the Bursary, Student Services, Promotions Manager and Director of Studies) and informs of any changes to bookings.

10. Liaises with preferred taxi and coach companies, and couriers as appropriate, providing signage and clear instructions regarding client expectations in preparation for travel days.

11. Produces weekly reports of bookings, courses, availability etc. and arrivals lists for each intake weekend and circulates to colleagues, as appropriate.

12.  Assists personally with the arrivals on a minimum of three Sundays during the season.

13. Performs other related duties as required.

Reporting lines
The successful candidate will report to the Director of English Language Courses and liaise with the Promotions Manager, the EFL Director of Studies, the Student Services Officer, the IB Institute Director and the Activity Director as required.

Salary range
This is a full-time appointment and involves responsibility for the appointment and co-ordination of a small team of temporary staff from February to August. 

· Since the workload varies across the year, it is essential that the successful candidate is flexible and willing to function at different levels and, in particular, support the work of the Promotions Department.

· The role is paid according to experience and qualifications on the St. Clare’s Administrative, Professional and Technical Scale 5:  £23,505 to £26,820.

Person specification

Essential requirements

· Excellent organisational skills, with willingness to lead by example

· Experience of working in a busy team and ability to cope under pressure

· Good working knowledge of databases and spreadsheets

· Proven ability to prioritise and delegate manageable tasks to others as appropriate

· Instinct for building, leading and supporting a small team 

· Commitment to creating a positive experience for the customer

· Willingness to engage fully with the demands of the seasonal operation and yet flexibility to function at different levels at different times of the year

· A head for figures, both financial and statistical

· Native-user level of English, for emails, letters, telephone calls etc.

Desirable

· Fluency in a second language

· Experience of leading a team of temporary workers

Terms and Conditions 

Working hours:

35 hours a week with one hour for lunch. Work will also be required outside these hours, especially as the summer season approaches. It will require working on one or more bank holidays and weekend shifts during June/July.  Time off in lieu will be provided for additional hours worked. 

Holidays: 
22 working days in each holiday year in addition to the normal public holidays.The College is normally closed from 24 December to 1 January.  This period will be treated as holiday and the Employee is not required to use annual leave for days which are not bank holidays.

 Salary and Benefits:

Salary will be on St. Clare’s Scale for Administrative, Professional and Technical staff within the range of £23,505 - £26,820 per annum (from point 28 to 32).   Starting salary will be determined according to qualifications and experience with annual increments (subject to satisfactory performance) to point 32 of the scale and annual cost of living increases when justified by the performance of the college.  The St. Clare’s scale is related to similar national scales.

Pension:

A contributory pension is offered through St Clare’s group personal pension scheme.  The employer pays double the contribution of the employee, up to a maximum of 10% of gross salary, ie. the employer pays up to 10%, and the employee pays up to 5%.  The employee’s contributions above 5% may be made, but do not attract a matching contribution from the employer.

There is a death-in-service benefit of four times annual salary 

Probationary Period: 

The first six months will be probationary, within which notice is two weeks on either side.  Thereafter notice is one month on either side. 

There is a death-in-service benefit of four times annual salary 

Other benefits 

 Free lunch in the College dining room when major courses are operating.

Applications

Please apply by sending:

· a detailed letter explaining how you would be particularly suited to this position

· a full CV to include a full employment history with names, addresses and telephone numbers of all previous employers where you have worked with students aged under 18

· details of two referees to include addresses, email addresses and telephone numbers

(please ensure they know they may be contacted and will respond promptly)


   to 
Lawrie Coupland, Director of English Language Courses 


St. Clare’s, Oxford



139 Banbury Road



Oxford OX2 7AL


Fax:
01865 310002



Email:
recruitment@stclares.ac.uk
Closing date: Monday 9 November, 2009
Please note that CVs without a suitable accompanying letter and/or details of referees with be discarded
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