

	Job Title: International Recruitment and Conversion Manager 1.0 FTE

	RBC Reference: (2025) RBC590

	Reports to:  Head of Student Recruitment
	Department: Corporate Affairs  



	Pay Band:   7
	Date:  06/11/2025


	Role responsibilities 


	The International Recruitment and Conversion Manager will provide a high-quality concierge service for prospective and incoming international students and their families. The post holder will lead on all aspects of international applicant engagement, conversion, and enrolment, ensuring a seamless and supportive experience from first enquiry through to registration. 
Reporting to the Head of Student Recruitment, the post holder will also act as the College’s lead contact on UKVI and FAFSA matters relating to new international students, supporting compliance processes and ensuring that all admissions and registration activity aligns with relevant regulations. 
This role will work closely with colleagues across Admissions and Student Recruitment, as well as external partners, to promote the College internationally and to deliver a first-class experience for international applicants. 

The role is based at the Sidcup Campus with a hybrid working arrangement requiring at least two days per week on-site, with additional requirements during peak recruitment periods. Some international travel will be required throughout the year. The post holder will ensure compliance with all College policies and procedures and contribute to policy improvements within their area of responsibility.
Consistently contribute to creating positive outcomes for students by participating in initiatives and support that enhance the student experience, with measurable impact on students’ satisfaction and success as evidence by feedback and performance metrics.


	Key working relationships/contacts specific to the role holder 



	The International Recruitment and Conversion Manager will work closely with colleagues across the College to ensure the effective delivery of international recruitment, conversion, and onboarding activity. Key internal relationships include the Head of Student Recruitment, the Admissions and Student Recruitment teams, and the Student Life team. 
The post holder will also collaborate with colleagues in Finance, Communications, Student Experience, and academic departments to coordinate processes such as registration and compliance documentation. Regular interaction with senior managers will be required to report on international recruitment performance and to contribute to the development of strategic initiatives.
Externally, the post holder will build and maintain strong professional relationships with partner institutions, schools, and colleges in key global markets. They will act as the main point of contact for prospective international students, their families, and representatives, providing accurate information and a high standard of service throughout the applicant journey. The role will also involve liaison with external agencies and stakeholders such as UKVI and funding bodies (including US Federal Aid authorities), as well as representing the College at international education fairs, recruitment events, and partnership meetings.



	Main responsibilities, duties and accountability of the role 



	International Recruitment and Conversion

1. Manage the international student recruitment and conversion pipeline from application through to enrolment, ensuring clear communication and effective applicant progression.

2. Plan, organise, and attend international education fairs, recruitment exhibitions, and school visits in key global markets, representing the College professionally and effectively.

3. Deliver targeted conversion activity and engagement initiatives to increase offer-holder acceptance and enrolment among international applicants.

4. Develop and maintain relationships with international schools, colleges, and feeder institutions to strengthen recruitment pipelines.

5. Lead on designated international recruitment and partnership initiatives, including those related to URTAs and other strategic projects.

6. Plan, deliver, and evaluate virtual engagement sessions such as webinars, Q&A events, and parent/carer briefings for international audiences.

7. Work with the Student Recruitment and Marketing Manager on the planning and delivery of international marketing and advertising campaigns.

8. Oversee and maintain the international sections of the College website, ensuring content is accurate, engaging, and tailored for key markets.

9. Design and produce international recruitment materials and resources for in-country and digital use.

Compliance and Process Coordination

10. Act as the College’s lead contact for UKVI matters relating to new international students, supporting visa and enrolment compliance processes in collaboration with Admissions.

11. Process FAFSA applications and other US Federal Aid documentation, ensuring full compliance with institutional and external requirements.

12. Develop, review, and maintain process documentation, templates, and guidance to support international recruitment activity.

13. Ensure that all international recruitment and marketing activities comply with relevant legislation and policy frameworks, including Consumer Protection Law (CMA), GDPR, Safeguarding, and Equality, Diversity & Inclusion (EDI).

14. Manage the registration process for international students, ensuring accuracy, compliance, and a smooth transition into college life.

Strategy, Partnerships and Leadership

15. Deputise for the Head of Student Recruitment when required, representing the department internally and externally. 
16. Conduct market research and competitor analysis to inform international recruitment strategies, portfolio development, and marketing activity.

17. Develop and curate a suite of in-person and online recruitment presentations, talks, and workshops to support the international applicant journey and represent the College at overseas events.

18. Collaborate closely with the Head of Student Recruitment and other senior colleagues to develop and implement international recruitment strategies aligned with institutional priorities.

19. Complete all statutory training requirements and maintain awareness of institutional policies and procedures.


	Special requirements for this role:   

There will be occasional weekend and evening work throughout the year e.g. careers fairs, Open Days, graduation.

There will be international travel and some UK travel to schools with international students as the role requires.

This role will involve manual handling (lifting boxes of prospectuses, moving classroom tables and chairs etc), extended periods of time standing, working outdoors and lone working.

The postholder will be aware of and ensure compliance with all College policies and procedures.



	N.B. The postholder may be required to undertake any other duties which may reasonably be required as within the nature of the duties and responsibilities of the post as defined, subject to the proviso that normally any changes of a permanent nature shall be incorporated into the job description in specific terms.




PERSON SPECIFICATION FOR ROLE OF: International Recruitment and Conversion Manager
Key to validate section: (1) AF Application form (2) AS Assessment (3) I Interview

	Competency for the role 


	Requirements for the role 
	Essential


	Desirable


	Validate AF/AS/I

	Qualification 

	A university degree or at least 3 years working in a similar role.
	X
	
	AF

	Knowledge & Experience


	Proven experience in international student recruitment, marketing, or a related role.

Knowledge of the higher education sector and the international student decision-making process.
Strong knowledge of UKVI compliance.
Strong understanding of using CRM systems to enhance the applicant journey.
Experience in planning and delivering student recruitment events, both in-person and online.

Experience of processing FAFSA applications and advising US applicants.
International admissions experience.

	X
X

X

X

X


	X
X


	AF/I
AF/I

AF/I

AF/I

AF/I

AF/I
AF/I



	Communication 


	Excellent written and verbal communication skills, with the ability to produce compelling copy for marketing materials, emails, and digital content.

Confident in engaging with diverse audiences, including prospective students, parents, teachers, and external partners.

Ability to present information clearly and persuasively in meetings, events, and online forums.

Strong interpersonal skills, with the ability to build effective relationships across teams and departments.

	X
X

X
X
	
	AF/I
AF/I

AF/I

AF/I



	Managing Resources


	Ability to manage multiple projects simultaneously, prioritising workloads to meet deadlines.

Experience managing budgets effectively and ensuring value for money.

Proficiency in using digital tools for recruitment, data analysis, and event management.

	X
X


	X
	AF/I
AF/I

AF/I

	Problem solving and investigation skills required and used to carry out responsibilities of the role.

	Ability to analyse and interpret market research and student recruitment data to inform decision-making.

A creative and strategic approach to developing innovative CRM campaigns and recruitment strategies.

Strong attention to detail, ensuring marketing materials and communications are accurate, compelling, and compliant.

	X
X

X
	
	AF/I
AF/I

AF/I

	Service Delivery 
Who benefits from the service, staff, students, visitors and clients? What level of service does this role provide; is the service proactive/ standard. Who decides on the service level?
	A strong customer-focused approach, ensuring prospective students receive high-quality information and experiences.

Experience in working collaboratively with internal and external stakeholders to achieve recruitment goals.

Commitment to improving the student journey through effective CRM and recruitment initiatives.

	X
X
X
	
	AF/I
AF/I

AF/I

	Sensory and physical demands required to complete work.

Health and Wellbeing responsibilities of the role 


	Awareness of health and safety considerations when planning and delivering student recruitment events.

Commitment to ensuring safeguarding and wellbeing measures are in place for students and staff at events.

	X
X
	
	AF/I
AF/I

	Special requirements for this role:
There will be occasional weekend and evening work throughout the year e.g. careers fairs, Open Days, graduation.

There will be international travel and some UK travel to schools with international students as the role requires.

This role will involve manual handling (lifting boxes of prospectuses, moving classroom tables and chairs etc), extended periods of time standing, working outdoors and lone working.

The postholder will be aware of and ensure compliance with all College policies and procedures.




