




JOB DESCRIPTION
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	1. ROLE SPECIFICS

	Job Title:
	Conversion Manager

	Grade:
	SHM1

	Reports to:
	Head of Conversion

	Location:
	Birmingham

	Department:
	Sales

	Vetting Requirement:
	Basic disclosure 



	2. About the role

	What you’ll be doing
	The role will be primarily working with Home & EU applicants. Using your sales and customer relationship skills, your role is vital in helping students through the application cycle and ultimately ensuring they successfully enrol on their chosen course. 

	Key Responsibilities
	· Managing the process for all Home /EU applicants from initial application to enrolment. 
· To support the Head of Conversion in meeting and exceeding conversion targets.  
· Ensuring an efficient booking process is in place for all assessments required to be taken by QAHE applicants and managing this process day to day. 
· Develop and maintain a good working relationship with the recruitment, assessment, admissions team and all departments within the business. 
· Maintain and manage effective business pipeline ensuring daily KPI’s are delivered effectively 
· To provide first class customer service to our students, agents/representative and partners 
· Running and supporting offer holder events across QAHE campuses. 
· Use honest and truthful promotion and advertising when recruiting for QA Higher Education and its partner institutions 
· Engage with enquirers and offer holders through multiple communication channels; actively guide enquirers through the entire application cycle; advise enquirers about suitable courses/programmes; consult students on how to meet outstanding conditions, i.e. interviews, outstanding docs, English tests. 
· Maintain accurate and up to date data on all of QAHE’s CRM systems 
· Run and maintain weekly/monthly Management Information pipeline reports 
· Advising on payment options (self-funding, Student Finance) and payment methods (by card, BACS, on campus or loan letters) chasing and taking outstanding payments; responding to student’s concerns and understanding competition from other institutions 
· Breaking down barriers to entry and utilise all sales techniques available.  
· Acting as a programme ambassador and confidently answering questions about the programmes 
· Being responsible for ensuring the programmes are fully subscribed

	KPIs & SLAs
	· Supporting all applicants throughout the admissions process in a timely manner 
· Managing applicants through a number of different channels and university partners  
· Converting an agreed number of applications to enrolments – this is bonus based

	Key Working Relationships
	· Supporting the Head of Conversion in accurately reporting sales data  
· Providing excellent customer service when speaking to potential students 
· Meeting potential students on campus 
· Building a strong working relationship with the recruitment, assessment and admissions team who you will liaise with daily  
· Providing feedback to the Marketing and Academic staff 
· Liaising with the Student Support & Student Finance teams during enrolment  
· Ability to work not only within the sales team, but across of all QAHE and the wider QA Group



	3. About You

	Your Competencies
1: Working Level 
2: Advanced Level
3: Expert Level
	· Excellent customer service skills 
· Sales driven and motivated by a target based culture 
· Ability to memorise and use in-depth product knowledge  
· Self-Starter, quick to take the initiative and spot new opportunities 
· Entrepreneurial and innovative with a delivery focus 
· Strong organisational and planning skills 
· Capable of building working relationships and networks with people from a range backgrounds and cultures 
· Skilled negotiator 
· Excellent communication skills, both verbal and written 
· Strong customer focus, committed to ensuring delivery of excellent service standards 
· Undergraduate degree preferred 
· An understanding of CRM systems would be advantageous  
· Flexible with working hours – some periods may require different working hours to normal.  
· A MUST - a driven, passionate, entrepreneurial, competitive and hardworking individual 

	Your Experience
	· Experience in a sales or conversion role is essential 

	Your Knowledge
	· Have a working knowledge of Higher Education system in UK and EU

	Your Qualifications
	· Educated to degree level 
· DBS check

	What you’ll bring to QAHE
	· Positive energy and can do attitude to the team! 
· Willingness to undertake a DBS check prior to formal start date being confirmed 




	4. WORKING AT QA HIGHER EDUCATION

	QAHE is a private UK higher education provider working in partnership with UK universities to recruit to and deliver a range of programmes from foundation level to undergraduate and postgraduate degrees. We currently teach over 17,000 students from all over the world. 
We work with our partner universities cover course subject areas including Accountancy, Business, Computing, Cyber, Digital Marketing, Events Management, Project Management and Web Development all delivered in city centre locations.
We believe everyone should be given access to outstanding higher education and our aim is to make that possible.
QAHE is committed to safeguarding and promoting the welfare of children, young people and adults with care and support needs. We hold the expectation that all staff share this commitment in creating a safe and inclusive environment and as an organisation, we comply with relevant legislation and best practices in safeguarding.
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