	JOB DESCRIPTION

	JOB TITLE
	[bookmark: _GoBack]Business Development Manager

	REPORTING LINE
	Director of Commercial Operations

	KEY INTERNAL CONTACTS
	· Director of Business Development
· Director of Admissions
· Head of Marketing
· Head of Recruitment
· Head of Admissions

	KEY EXTERNAL CONTACTS
	· Student Recruitment Agents
· Prospective Recruitment Partners
· Schools and Colleges
· UCAS and Education Event Organisers
· Marketing and Creative Agencies

	OVERALL JOB PURPOSE
	To manage, support and develop the institution's student recruitment agent network, ensuring agents operate effectively, ethically, and in compliance with all regulatory and institutional requirements.
The post holder will act as the primary relationship manager for recruitment agents, driving recruitment performance, conducting regular audits, monitoring compliance, and identifying opportunities to expand and strengthen the agent network. The role will also support the onboarding of new recruitment partners and contribute to the achievement of student recruitment targets across all intakes.

	KEY RESPONSIBILITIES
	Agent Relationship Management
· Serve as the primary point of contact for all student recruitment agents.
· Build and maintain strong relationships with existing recruitment partners.
· Provide regular guidance, support, and training to agents on programmes, admissions processes, policies, and recruitment campaigns.
· Organise and deliver agent briefings, webinars, training sessions, and intake updates.
· Respond promptly to agent enquiries and provide ongoing support throughout the recruitment cycle.
Agent Performance and Recruitment Growth
· Monitor agent recruitment performance against agreed targets.
· Produce regular reports on applications, offers, enrolments, and conversion rates by agent.
· Work with agents to develop recruitment plans and strategies to increase student enrolments.
· Identify opportunities to grow recruitment through existing partners and new markets.
· Support the achievement of institutional recruitment targets through effective agent management.
Compliance and Quality Assurance
· Ensure all agents operate in accordance with institutional policies, contractual requirements, and relevant regulatory frameworks.
· Conduct regular compliance audits and reviews of agent activity, marketing materials, websites, and advertising practices.
· Monitor agent adherence to ethical recruitment standards and consumer protection requirements.
· Investigate potential compliance concerns and escalate issues where appropriate.
· Maintain accurate records of agent audits, training, performance reviews, and compliance checks.
· Support annual agent reviews and due diligence processes.
New Agent Recruitment and Onboarding
· Identify, evaluate, and recommend potential new recruitment partners.
· Conduct due diligence checks and assist with agent approval processes.
· Coordinate the onboarding of new agents, including contracts, training, systems access, and documentation.
· Ensure all new agents receive comprehensive induction and compliance training.
· Support the development of new recruitment channels and partnership opportunities.
Marketing and Recruitment Support
· Work closely with the Marketing and Recruitment teams to ensure agents have access to accurate and compliant marketing materials.
· Support recruitment campaigns and intake launches by communicating key information to agents.
· Assist with recruitment events, agent conferences, open days, school visits, and education fairs.
· Gather market intelligence and agent feedback to inform recruitment and marketing strategies.
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	KPIs
	· Student enrolments generated through the agent network.
· Growth in applications, offers, and enrolments from agent partners.
· Agent satisfaction and engagement levels.
· Compliance audit completion rate.
· Number of agent training sessions delivered.
· Timeliness of agent onboarding and due diligence processes.
· Retention and performance of high-quality recruitment partners.
· Quality and accuracy of agent records and reporting.

	EXPERIENCE REQUIREMENTS
	· Experience working within higher education recruitment, admissions, partnerships, or agent management.
· Experience managing external stakeholders or partner relationships.
· Experience monitoring performance against targets and KPIs.
· Experience using CRM or student recruitment systems.
· Experience working with domestic and/or international student recruitment agents.
· Knowledge of higher education admissions and student recruitment practices.
· Experience conducting audits, compliance reviews, or quality assurance activities.
· Degree-level qualification or equivalent professional experience.


	KNOWLEDGE/SKILLS
	· Excellent relationship management and stakeholder engagement skills.
· Strong organisational and project management abilities.
· Ability to analyse recruitment data and produce performance reports.
· Understanding of compliance, quality assurance, and regulatory requirements within higher education.
· Excellent written and verbal communication skills.
· Strong attention to detail and record-keeping skills.
· Ability to work independently and manage multiple priorities.
· Proficient in Microsoft Office and CRM systems.

	PERSONAL CHARACTERISTICS
	· Professional and approachable manner.
· Strong attention to detail.
· Highly organised and able to manage competing priorities.
· Proactive and solution-focused.
· Confident communicator and relationship builder.
· Ability to work collaboratively across teams.
· Commitment to ethical recruitment and regulatory compliance.
· Flexible and adaptable approach to work.
· Positive attitude with a strong customer-service focus.





