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JOB DESCRIPTION
	Job Title: Immigration Administrator 
	Grade: Grade 5

	Division: People and Organisational Effectiveness

	Directly responsible to: Head of Global Mobility

	Supervisory responsibility: N/a

	Other contacts
Internal: Employees (prospective and current); HR Admin team; Hiring Managers; Payroll; HR Partners and Advisors; Finance
External: Home Office (UKVI); UKRI; Other Higher Education Institutions (HEIs); Tax, Immigraton & Relocation providers; Partnering universities

	Job purpose: The primary focus of the role is to undertake compliance and advisory activities to support the University’s UK immigration and sponsorship activities, in accordance with the UK Visas and Immigration (UKVI) rules and the terms of the University’s sponsorship licence. This includes managing visa and immigration processes through HR Information Systems, ensuring adherence to UKVI regulations, and providing professional support to staff and management on immigration matters to ensure prospective and current staff receive accurate, comprehensive, and timely advice on visa applications, renewals, and related queries.

Alongside your immigration responsibilities, you will gain exposure to wider Global Mobility activity, supporting colleagues who work internationally and contributing to a range of international compliance and mobility matters. This will include supporting visa and immigration applications for overseas jurisdictions, expatriate payroll and salary recovery arrangements, tax equalisation policies, international medical insurance, and other financial and compliance considerations associated with international assignments. You will also support the onboarding and offboarding of colleagues undertaking international assignments, helping to ensure that appropriate immigration, payroll, tax, and other mobility requirements are considered throughout the assignment lifecycle.

Key responsibilities and duties
· Act as the first point of contact for immigration matters, providing expert advice on UKVI policies, legislation, and procedures. Offer specialist support and assistance to international staff throughout their employment at the university. 
· Manage competing priorities and work effectively to deadlines, ensuring advice and casework are delivered accurately and timely to staff, HR colleagues, and other stakeholders.
· Undertake visa eligibility assessments across relevant immigration routes, including Skilled Worker, Government Authorised Exchange, Global Talent, and Visitor visas. 
· For Skilled Worker applications, identifying the appropriate SOC code, assessing applicable salary thresholds and tradeable points, and determining whether proposed roles meet the relevant immigration requirements. 
· Assist with eligibility for Global Talent routes 1, 2 and 3, liaising directly with relevant endorsing bodies where clarification is required, proactively seeking guidance on complex or nuanced cases and building knowledge where the available guidance does not fully address the circumstances of an application.
· Accurately assign Certificates of Sponsorship (CoS) for staff under the Skilled Worker and GAE visa routes, utilising the Home Office’s Sponsorship Management System (SMS). 
· Ensure the timely processing of visa-related employee lifecycle changes (such as visa expirations and renewals), by maintaining Right to Work records, monitoring upcoming expiry dates through regular reporting, running sponsorship duties reports, and following up with employees and stakeholders to obtain updated documentation.
· Updating  HR system and Sponsorship Management System (SMS) and ensuring compliance with UKVI and Home Office reporting requirements. Maintain accurate, comprehensive records and case files to support audit requirements and demonstrate ongoing compliance.
· Attend relevant training courses to stay current with UKVI regulations and industry best practices and build relationships with other Higher Education Institutions (HEIs) to share best practices.
· Review and develop immigration-related University policies and procedures to ensure they adhere to UKVI requirements, regularly assessing processes to mitigate risks and providing regular guidance and communications to staff on visa and immigration processes. 
· Create and maintain a repository of immigration communications and guidance for colleagues to refer to via the Staff Intranet, ensuring accessibility to the latest immigration procedures and best practices.
· Develop a strong understanding of the University’s global mobility arrangements, including staff based at international campuses and partnerships, building awareness of the different populations and assignment types.
· Demonstrates curiosity and critical thinking, with the ability to understand why tasks are required and how they contribute to wider objectives. 
· Accurately prepare monthly payroll data for each of the international partnerships and campuses, answering compensation related queries from the tax provider and liaising with Finance and Payroll to make necessary payments/ deductions. Escalating where necessary.
· Support staff by collaborating with your Partner University to obtain visas for work in China, with ongoing monitoring of expiry dates and extension applications. 
· Manage international medical insurance for international mobile employees by ensuring cover is in place for each assignment.
· Identify and make recommendations to improve the efficiency of existing processes and guidance documents. 
· Management of team mailbox and workflow (HR Answers), escalating to the team members where appropriate. 
· Invoices and Purchase Orders (PO) – review invoices and raise queries where applicable. Raise PO requests and share with the relevant supplier. 
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