
 

S&ARA/AO  Dec 2018 

 
Job Description 

 
Student and Academic Recruitment Administrator 

 
The Student and Academic Recruitment Administrator will be responsible for implementing 
various aspects of on-course undergraduate student administration and academic recruitment. 
The main duties of the post include: 
 
Undergraduate Administration 
 
i) Start-of-Term Collections: Responsibility for all aspects of planning, administering and 

executing start-of-term collections (college exams). This will include drawing up detailed 
schedules, liaising with subject tutors, collecting exam results and providing timely 
management information to the Senior Tutor and the Master, training invigilators and 
supervising collections on 3 Fridays and 3 Saturday mornings a year. 
 

ii) Master’s Collections: Organising Master’s Collections (annual academic review 
meetings) for undergraduate students, including providing 12-month plans in 
consultation with the Master, liaising with the Master’s Executive PA and Senior Tutor 
regarding dates, drawing up timetables, confirming schedules with academic staff and 
students, providing detailed management information to the Master and Senior Tutor. 

 
iii) OxCORT: Assisting the Academic Services Manager with processing tuition reports from 

OxCORT, the University’s online reporting and payment system. 
 
iv) Examinations: Preparing reports on examination results for the Master, Senior Tutor and 

Academic Services Manager; preparing information to enable the Senior Tutor and 
Tutors to make recommendations about scholarships and other academic awards. 

 
v) Scholarships: Implementing the College’s policy on the award of scholarships, 

exhibitions and prizes, maintaining careful records for both internal and external prizes; 
organising the scholars’ dinner. 

 
vi) Student Data and Databases: Maintaining the College’s student database, including 

linking information from the University’s SITS: eVision system and adding local data. 
 
vii) Grants: Managing the Academic Office’s undergraduate academic travel, conference 

and training grants; obtaining and processing reports from award holders. 
 
viii) Student Feedback: Managing regular student feedback exercises, including post-finals 

questionnaires and teaching evaluations. 
 
ix) Student Visas: monitoring Tier 4 student visa holders in compliance with the University’s 

policy on student immigration and legal requirements. 
 
x) New Students: Registration of new students and supporting aspects of ‘Welcome Week’. 

 
xi) General undergraduate business: Preparing transcripts and visa letters; maintaining 

student files in compliance with data protection legislation. 



Academic Recruitment Exercises 
 
xii) Supporting academic recruitment exercises, including processing application forms and 

references, maintaining candidate data, producing template letters, creating personnel 
files and carrying out right-to-work checks. 

 
xiii) Maintaining the College Academic Staff Database. 

 
Other 
 
xiv) Running the front of house operation in a welcoming and competent manner. This will 

include offering a range of services to Fellows and a first line of support to students. 
 

xv) Responsibility for stationery supplies, general organisation of the office environment, 
maintaining the College academic notice boards. 

 
xvi) Checking and updating the College website as required. 

 
xvii) Providing cover for the Academic Support Administrator (Admissions) and others as 

required, e.g., owing to staff leave. 
 

Any other duties in related areas as the Academic Services Manager or the Senior Tutor may 
reasonably expect. 

 
 
 


