	JOB DESCRIPTION

	JOB TITLE
	Education Consultant

	REPORTING LINE
	Head of Recruitment

	KEY INTERNAL CONTACTS
	• Recruitment Team Leader
• Student Liaison Officer
• Admissions Teams
• Marketing and Outreach Teams
• Quality and Compliance Teams

	OVERALL JOB PURPOSE
	• To provide high-quality Information, Advice and Guidance to prospective students and candidates who are exploring education, training or employment routes.
• To contact, assess and support applicants by matching them with suitable university courses, training programs.
• To contribute to enrolment and progression targets by building trust with applicants, identifying their needs and supporting them through the application journey.
• To maintain accurate records and ensure applicants receive clear, honest and compliant guidance at every stage.

	KEY RESPONSIBILITIES
	• Contact new leads and applicants in a timely, professional and supportive manner.
• Assess applicant needs, goals, barriers, eligibility and readiness before recommending suitable routes.
• Provide clear information, advice and guidance on education, training, employability and career options.
• Support candidates with CV preparation, interview techniques, personal statements and career planning where required.
• Match applicants to suitable university courses, programs or based on their circumstances and aspirations.
• Maintain accurate CRM records, call notes and applicant updates in line with confidentiality and compliance requirements.
• Follow up consistently with applicants to support conversion from enquiry to application, interview, offer and enrolment.
• Work towards individual and team targets while maintaining high standards of guidance and service.
• Escalate complex cases, safeguarding concerns, eligibility issues or admissions queries to the appropriate team.
• Represent the organization positively during outreach, events, calls and applicant-facing activity.

	KPIs
	• Lead contact and follow-up activity.
• Application and enrolment conversion rates.
• Quality of applicant notes and CRM records.
• Achievement of individual and team targets.
• Applicant progression through key stages.
• Student satisfaction and quality of guidance.
• Compliance with IAG, admissions and data protection processes.

	EXPERIENCE REQUIREMENTS
	• Previous experience in IAG, student recruitment, sales, customer service, outreach or employability support is desirable.
• Experience working in a target-driven environment.
• Experience supporting people with education, employment or career progression is beneficial.
• Knowledge of UK higher education, further education or training pathways is desirable.
[bookmark: _GoBack]• A degree is highly desirable in this role.

	KNOWLEDGE/SKILLS
	• Excellent communication and listening skills.
• Ability to build rapport quickly and ask effective questions.
• Strong understanding of applicant needs, motivation and barriers.
• Good organization and follow-up discipline.
• Confident using CRM systems, phone systems, email and basic reporting tools.
• Ability to explain information clearly and simply.
• Strong attention to detail and ability to maintain accurate records.
• Ability to work under pressure and manage a busy pipeline.

	PERSONAL CHARACTERISTICS
	• Conscientious, responsible and dependable.
• Curious and willing to learn new tools, techniques and guidance approaches.
• Driven, target focused and motivated by helping people progress.
• Honest, professional and accountable for own performance.
• Resilient when dealing with objections, barriers and setbacks.
• Positive, supportive and able to work well as part of a team.
• Committed to providing clear, ethical and student-centered guidance.



