
 
 
 
 
 
FACULTY OF HEALTH AND SOCIAL CARE 
 
It is important to note that this job description is a guide to the work you will be 
required to undertake.  It may be changed from time to time to meet changing 
circumstances.  It does not form part of your contract of employment. 

 
Job description for the post of: 
 

Recruitment and Tracking Administrator 
EHA1382-0219 
 
The postholder will be: 
 
Accountable to:  Faculty Administration Manager/ Enterprise & Partnerships Officer 
 
Responsible to:  Team Leader: Student Recruitment and Marketing Support 
 
 
Main purpose of the post: 
 
The post-holder will be responsible for supporting a range of administrative processes 
which relate to the recruitment, monitoring and tracking of students on post-qualifying 
education modules/programmes within the Faculty. This includes the provision of 
advice and guidance to enquirers, current students and staff across a range of health 
and social care disciplines. In particular, the post-holder will provide support for a 
range of flexible programmes and will be the first point of contact for students looking 
to consolidate their learning opportunities and progress onto named awards.  
 
The role sits within an established team who have significant expertise in the delivery 
of a high quality, customer focused service and will require an ability to understand the 
rapidly changing climate our stakeholders engage with. This will be a varied, 
interesting and very challenging role and will suit an individual who is able to prioritise 
effectively, be flexible but retain excellent attention to detail as well as offer 
exceptional customer service to a range of stakeholder groups.  
 
 
Main duties of the post:  
 
1. Provision of general administrative support for the recruitment and enrolment 

processes relating to the professional development programmes offered by the 
Faculty. This will include both the receipt of incoming calls from potential 
students and sponsors as well as email-based support in relation to availability 
and other information as required.   
 

2. Support the administrative processes for recruitment selection and enrolment of 
potential CPD and Postgraduate Professional Education students, including the 
arrangement of vetting days and interviews as appropriate.  
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3. Support the processes for the co-ordination and allocation of module dates/ 
study days, including the tracking of students and provision of funding 
information.  

 
4. Develop and maintain systems to monitor recruitment activity, in liaison with the 

Team Leader, Programme Leads and the PPE & PGMI Programmes 
Recruitment and Tracking Co-ordinator.  

 
5. Support the maintenance of the databases and financial accounts to ensure 

information is accurate and reported in a timely fashion both internally and to 
Trust leads. 

 
6. Support the administrative processes for the effective on-course tracking of 

students on professional education programmes provided by the Faculty, to 
include the monitoring and tracking of stand-alone students who are able to 
progress to programme study. 

 
7. Ensure effective and efficient communication between the Faculty of Health & 

Social Care and other internal departments within the University, such as the 
Academic Registry and the Collaborative Provision Office. 

 
8. Co-ordinate the collection of data as required. 

 
9. Work without direct supervision, prioritising workload as appropriate.   
 
10. Attend and participate in meetings and working groups as appropriate. 
 
 
In addition to the above all Faculty of Health & Social Care Professional Support 
Service staff are required to: 
 
1. Participate in the marketing of the Faculty of Health & Social Care provision, 

including assisting at Open Days and marketing events. 
 

2. Make a positive contribution to the work of the Faculty, assisting in providing a 
holistic, flexible service by working effectively with other teams and departments. 

 
3. Demonstrate excellent Customer Care in dealing with all customers of the Faculty. 

 
4. Undertake any other duties as required by the Faculty Professional Support 

Service Senior Management Team. 
 

5. Provide relief cover for other areas as necessary including the evening reception 
cover. 

 
6. Participate in the induction programme within the Faculty of Health & Social Care. 
 
7. Assist and be in attendance at the Award ceremonies as required. 
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In addition to the above all Edge Hill University staff are required to: 
 

1. Adhere to all Edge Hill’s policies and procedures, including Equality and 
Diversity and Health and Safety 

 
2. Respect confidentiality: all confidential information should be kept in confidence 

and not released to unauthorised persons 
 

3. Undertake appropriate learning and development activities as required 
 

4. Participate in Edge Hill’s Performance Review and Development Scheme 
 

5. Adhere to Edge Hill University’s environmental policy and guidelines and 
undertake tasks in a sustainable manner  
 

6. Demonstrate excellent Customer Care in dealing with all customers  
 

 
Hours of work:  36.25 hours per week (full time) 
    Flexi working is in operation 
 
Salary Range:  Grade 3 
 
 
However, it is expected that the postholder will work flexibly according to the 
ongoing demands of the job and responsibilities at this level. 
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PERSON SPECIFICATION FORM 
 

Recruitment and Tracking Administrator 
EHA1382-0219 
 
CRITERIA Applicants should be able to provide evidence of their ability to 
meet the following criteria. 
 
 Essential Desirable *Method of 

assessment 
(I/A/T/S/P) 

Qualifications 

1 Educated to A level standard or to have relevant 
work experience 

*  A 

2 IT Qualification e.g. ECDL *  A 

Experience and Knowledge 

3 Experienced in the use of database, word 
processing and spreadsheets 

*  S/T 

4 Experience of record monitoring or tracking  *  S/I 

5 Experience of working in the Higher Education 
sector or NHS 

 * S/I 

Abilities/Skills 

6 Able to work on own initiative to organise and 
prioritise work effectively to meet deadlines and 
flexibly resolve issues as part of a team without 
direct supervision 

*  S/I 

7 Be an active listener, able to understand key 
facts, interpret and provide solutions to meet the 
needs of our customers and clearly articulate 
decisions 

*  
S/I 

8 Be passionate about delivering outstanding 
customer service to all in a pro-active solution 
focused fashion 

*  
S/I 

9 Able to pay attention to detail and provide 
accurate information across a range of media  

*  
A/T 

10 Excellent oral and written communication skills, 
empathetic, and able to deliver information in a 
concise and creative way to people at all levels 

*  
S/I 

11 Able to maintain total confidentiality with an 
awareness of GDPR 

*  
I 

Personal qualities   
 

12 Open, positive and approachable *  I 

13 Pro-active, forward looking, able and willing to 
contribute positively to continuous improvement 
and change in the workplace 

*  
S/I 

 
*Method of Assessment (I-Interview, A-Application, T-Test, S-Supporting Statement, P-
Presentation) Please note that applications will be assessed against the Person Specification 
using this criteria. 


