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JOB DESCRIPTION
Admissions Coordinator 

	Job Title: Admissions Coordinator 
	Present Grade: 5 

	Department/College: Lancaster Medical School 

	Directly responsible to: Admissions Officer 

	Supervisory responsibility for: Student helpers and temporary staff

	Other contacts:
Internal: 
Departmental staff; students; faculty office and central professional services.
External:
Applicants; Schools and Colleges, UCAS, UCAT, Clinical and administrative staff from Trusts, GP Practices, Hospices and other stakeholders. 

	Major Duties
The post holder will support the Admissions Officer and work in collaboration with the Admissions Team, Lancaster Medical School colleagues and external colleagues to deliver high quality coordination and administrative support to the medical school admissions cycle, supporting continuous improvement and contributing to new initiatives to meet strategic objectives that enhance applicant experience.

The core activities of the post holder include:

· To administer all aspects of the admissions calendar of events including all stages of the cycle in liaison with Director of Admissions and Admission’s Officer
· To be responsible for coordinating administrative processes and delivery of a particular area of the cycle, an example could be supporting Widening Participation (WP) activity or recruitment and marketing activities including supporting the departmental website and social media. This will be agreed with the Admissions Officer to support the business needs and to build resilience.
· To request, record, maintain and report on highly sensitive applicant information.
· To monitor and respond to applicant and other external communication via teams, telephone and email.
· To provide support for applicants and colleagues by assisting with face to face enquires at events.
· To work in partnership with central services to support the admissions cycle.
· In collaboration with the Admissions Officer be responsible for preparation and delivery of Multiple Mini Interviews (MMIs).  
· To act as Secretary to relevant admissions committees, meetings and working groups. 
· To work outside normal office hours during busy periods for example during the MMI or A-level result periods.

Further activities for the post-holder:

· To provide additional support for Academic and Professional Services colleagues 
· To develop admissions projects activities and events.
· To carry out any other duties appropriate to the grade as required by the Head of School or nominee
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