



Marketing, Recruitment and Communications:
International Partnerships and Developments
International Erasmus Intern
Goldsmiths is a major College of the University of London and a research intensive universities. We have an annual turnover of some £90m and approximately 8,000 students. Goldsmiths' unique approach comes from the interaction and co-operation of 15 academic departments, together with a number of smaller centres and units. Our students benefit from innovation and excellence across a diverse range of subjects: arts and creative disciplines, humanities and social sciences, education, and computing.
International Erasmus Intern
THE POST

You will work as part of the International Partnerships and Developments team (IPAD), working with other team members as appropriate and working on discrete projects across the department. This internship is project and research based, but will also include clerical and administrative support for the International Partnerships and Developments section including dealing with correspondence, enquiries and providing administrative support for the international admissions and recruitment teams.
REPORTING TO

The post holder reports to a nominated member of the IPAD team but will be matrix managed by more than one contact person.
MAIN DUTIES AND RESPONSIBILITIES OF THE POST

The work of this position will involve pre-planned projects and ad-hoc duties
· Projects around data management and mining, market research, student research and web design/ analytics to be incorporated into the strategic plans and recruitment activities of the International Partnerships and Developments team. The post holder will be expected to identify areas where their particular skills can contribute to the success of the department as well as respond to specific and ad-hoc requests.

· Administrative support for the international admissions team: handling correspondence relating to international admissions, dealing with enquiries from applicants and other stakeholders, assisting with the international admissions filing systems, data entry of application forms and ensuring all applicant records are complete, up-to-date and accurate prior to student enrolment.

· Administrative support for the international recruitment team: assisting with the international marketing activities of the department, maintaining and developing accurate files and databases for international activities, helping with the content management of the international web pages and assisting with the management of Goldsmiths’ international representatives and partners.
ADDITIONAL
· In addition you will be required to undertake any other duties as may reasonably be required;

· At all times to carry out your responsibilities with due regard to the College's Equal Opportunities Policy.

· At all times to help maintain a safe working environment by attending training as necessary and following the College’s health and safety codes of practice and policy.
The person

Person specification

The qualifications, skills, abilities, and experience outlined below provide a summary of what is required to carry out this job effectively. They also form the selection criteria on which the decision on who to shortlist will be made. 
The Essential column shows the minimum essential requirements for the post.

The Desirable column shows additional attributes which would enable the applicant to perform the role more effectively with little or no training. They are not essential, but may be used to distinguish between applicants.

The Category column indicates the method of assessment:


C = Certificate


I = Interview



R = Reference
	
	Essential


	Desirable
	Category

	Qualifications
	
	
	

	A good standard of education (ideally to undergraduate degree level or equivalent)
	√
	
	I, C

	Experience
	
	
	

	Secretarial / administrative experience (ideally gained in a Higher Education environment)

	
	√
	I

	Experience of dealing with a wide range of customers by telephone, email and face-to-face
	
	√
	 I

	Experience of using initiative in the performance of your duties and to work without close supervision
	√
	
	I

	Skills
	
	
	

	Experience and familiarity with computerised record systems, spreadsheets, databases and complex administrative systems
	
	√
	I

	The ability to maintain confidentiality, understand the implications of data protection legislation and to act in a professional manner
	√
	
	I

	Intermediate knowledge and experience in the use of word processing packages (MS Word), spreadsheets (MS Excel) and databases
	√
	
	I

	Experience and familiarity with large computerised record systems and complex administrative systems
	
	√
	I

	Possess strong communication and interpersonal skills, including written skills. You will be outgoing and able to engage with a variety of audiences, of clearly setting and managing expectations and be able to handle sensitive information in a diplomatic manner 
	√
	
	I, R

	The ability to work under pressure in a busy office and keep to strict deadlines
	√
	
	I

	Experience of working with student recruitment agents and representatives
	
	√
	I, R

	Be numerate, accurate, methodical, well organised and logical with a high level of attention to detail
	√
	
	I, R

	Aptitude
	
	
	

	A commitment to professionalism, collaborative working and the delivery of high service and client satisfaction levels, both internally and externally
	√
	
	I

	Ability to favourably represent the College with enthusiasm and integrity (and where appropriate, with persuasion) to applicants and their advisors as well to external organisations
	√
	
	I

	A proven ability to deal with a varied and complex workload, including the ability to organise your own workload, prioritising a variety of tasks while working under pressure and to strict deadlines. You will have the ability to work independently and as a committed team member
	√
	
	I

	Be well presented, a self-starter with high levels of personal self motivation and stamina, have a flexible approach to work and be receptive to change 
	√
	
	I

	Exercise discretion and confidentiality in discharging your duties
	√
	
	I

	A positive and proactive approach to work and engagement with relevant stakeholders
	√
	
	

	Additional attributes

	
	
	

	An interest in international Higher Education
	
	√
	I


FURTHER INFORMATION

References

Candidates should note that Goldsmiths normally contacts referees without further advice to candidates. One of your referees should be your current Head of Department, Tutor, or Line Manager. 
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