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JOB DESCRIPTION
Student Enrolment Advisor























	1. ROLE SPECIFICS

	Job Title:
	Student Enrolment Advisor

	Grade:
	Grade 3

	Reports to:
	Compliance Manager

	Location:
	Birmingham/ London - Fully office based

	Department:
	Compliance

	Vetting Requirement:
	Enhanced Disclosure 



	2. About the role

	What you’ll be doing
	We are seeking a detail-oriented and proactive individual to join our educational institution's admissions team as a Right to Study Check and Student Enrolment Advisor. In this role, you will be responsible for verifying the eligibility of prospective students to study in our institution, ensuring compliance with immigration and educational regulations. Additionally, you will guide students through the enrolment process, providing essential information and support to facilitate a seamless transition into their chosen programs.

	Key Responsibilities
	· You will be accountable for the following at the London or Birmingham campus:
· Conduct thorough assessments of prospective students' immigration documents to verify their eligibility to study in the country and institution.
· Stay up to date with immigration laws, visa regulations, and right-to-study requirements to ensure accurate and compliant processing of documents.
· Serve as the primary point of contact for prospective students throughout the enrolment process, providing guidance and answering their queries.
· Assist students with the completion of application forms, ensuring all required documents are submitted appropriately.
· Collaborate with academic advisors and faculty to provide students with accurate and up-to-date information about program offerings, curriculum, and academic requirements.
· Maintain meticulous records of students' immigration documents, ensuring confidentiality and security of sensitive information.
· Verify the authenticity of submitted documents and report any potential discrepancies or irregularities to the appropriate authorities or management.

	KPIs & SLAs
	· Communicate clearly and effectively with prospective students from diverse backgrounds, including international students, to help them understand the enrolment process and requirements.
· Provide compassionate and empathetic counselling to address students' concerns or challenges during the enrolment journey.
· Work collaboratively with various departments, including Admissions, Registry, and Student Services, to ensure a seamless enrolment experience for all students.

	Key Working Relationships
	Key senior compliance managers and team, Registry, Student Services, Finance, Recruitment, Admissions, Conversions, Faculty, Ulster Compliance Team



	3. About You

	Your Competencies
1: Working Level 
2: Advanced Level
3: Expert Level
	Use the Competency Framework to add Core & Role Specific competencies 

Core
· Good administration skills with attention to detail
· Excellent knowledge of Microsoft Office applications, in particular, Excel and Word.
· High attention to detail
Role Specific 

· Excellent written and oral communication and interpersonal skills.
· Managing a busy and varied workload, in a pressurised environment, adhering to deadlines
· Exceptional problem-solving skills with the ability to work on own initiative.

	Your Experience
	· Provide support to students and raise awareness of UKVI rules among new and existing students.
· Proven track record in delivering ‘Student’ permission route Compliance services.
· Maintain a database of registered sponsored students’ records.
· Experience in a similar role relating to UKVI compliance within Higher Education.
· Highly organised with excellent time management skills.
· Self-motivated team player who is confident and flexible with the demonstrative ability to establish a strong rapport with key stakeholders.

	Your Knowledge
	· Student’ Permission Route (D)
· Immigration rules (D)
· Microsoft Office applications (E)
· Data monitoring (E)

	Your Qualifications
	· An undergraduate degree or equivalent professional qualification.

	What you’ll bring to QAHE
	· Excellent communication skills
· The ability to engage and motivate students
· Problem-solving skills to introduce new ways of working. 
· Experience in managing a fluctuating and often demanding workload.




	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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