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Job Purpose

The Manager of International Recruitment and Admissions is responsible for the university’s international enrolment management team, under the leadership of the Trent International Program Director, and working closely with the Director of Admissions & Recruitment as well as the Marketing and Communications team. This includes researching, determining and implementing Trent’s comprehensive worldwide international recruitment strategy, and researching, designing, and implementing international admissions policies.  The position is also responsible for staff supervision in international recruitment and admissions, liaising with units across campus to advise on policies that may impact international students, and developing partnerships with international stakeholders to promote Trent University.
Key Activities

1. Develop, coordinate, and execute a comprehensive strategic international undergraduate recruitment plan to increase international enrolment for undergraduate and ESL students in accordance with the university’s recruitment targets. .

2. Manage and coordinate the international recruitment team, including responsibility for International Enrolment Advisor (TIP), International Enrolment Advisor (RO), and International Enrolment Advisor (Trent ESL), as well as external consultants and partners. Responsible for the work of up to five part-time student assistants as well as the volunteer work of 30 International Student Ambassadors.  Responsible for productive relationships with external agents/representatives and partner institutions. Convene and facilitate monthly international enrolment management meetings with international recruitment staff, the TIP Director, Registrar, ESL Coordinator, and other stakeholders.  

3. Responsible for strategic and logistical planning, risk management, and supervision of the annual travel of Trent recruitment staff, including part-time or contract recruiters.

4.  As a complement to TIP’s strategic recruitment plan, make critical strategic decisions regarding international marketing and liaison activities which impact the character and nature of Trent’s institutional profile outside Canada.  Responsible for annual recruitment travel and marketing budget.                   

5. Responsible for promotional and admissions materials for international student recruitment, including brochures, posters, flyers, e-mail template responses, and application guides and forms; supporting the work of TIP, the Registrar’s Office, and Marketing & Communications in developing materials for the University’s broader recruitment endeavours.   

6. Represent the University at official recruitment functions, including education fairs, school visits, and counsellor workshops, represent the university at select Embassy-sponsored functions throughout the world.  Act as a university delegate to national and international recruitment and admissions conferences.  Collaborate with other Canadian universities, through national and international recruitment organizations, in the ongoing promotion of Canada as a postsecondary study destination.  

7. Responsible for all international admissions activities, including the training and supervision of international admissions staff and student employees.  Research and set institutional policy with regards to international admissions procedures.
8. Strategically manage the conversion of international applicants to full-time-registered students. Working with the Director, Recruitment and Admissions, responsible for all policies regarding international admissions.  As an admissions officer for applicants from outside Canada, reviewing and interpreting credentials, analyzing transcripts and application packages, and determining eligibility for admission.

Analytical Reasoning
1. Strategic Marketing Plan – Developing and maintaining Trent’s overall strategic international marketing plan requires knowledge of a broad spectrum of international economic information, familiarity with a similarly broad range of educational systems, as well as integration with professional networks for marketing.  Analysis often requires weighing an array of differentiated information in order to formulate and execute the marketing plan.  Reading, researching, analyzing, and responding daily to potential worldwide recruitment opportunities, offers of representation, and advertising invitations requires many judgment calls.  Solid cross-cultural skills, a keen and thorough awareness of diverse world education trends, and the utmost delicacy in communication are needed in order to analyze and respond to each prospective opportunity in accordance with the strategic plan.  The development of the plan, and the organization of yearly strategic travel and recruitment goals, involves an ability to stay abreast of fast-moving changes in local markets, the necessity to respond quickly to potential new market opportunities, and the ability to merge specific regional recruitment targets into a coherent and long-term outcomes-based recruitment plan.  Further, the position is responsible for the allocation of the international recruitment budget, including travel, advertising, and printed promotional materials, and determining how we can utilize government subsidies, strategic partnerships, and targeting marketing to stretch our budget effectively.

2. International Recruitment Activity – Currently, about one third of the position’s time involves rigorous, fast-moving travel worldwide, in up to 30 countries annually.  A clear awareness of local customs and traditions, impeccable cross-cultural communication skills, and an ability to adapt communications and marketing techniques to rapidly-evolving circumstances are essential to the successful performance of the position.  As an example, one may be expected to present targeted recruitment material to a large audience of students in the morning, re-consider our messaging for a group of Embassy or consular officials over lunch, re-configure the presentation again in the afternoon to a smaller student group with little grasp of English, and then present an evening training session for university partners.  The ability to adapt programming, re-consider communication strategies, and tailor information to wide audiences with very specific needs is a critical part of the position, the success of which has large ramifications for the university’s international strategy.

3. Sound Admissions Policy – The development of a sound, effective international admissions policy requires detailed understanding and specific background knowledge of over one hundred education systems worldwide.  The ability to clearly analyze documents, determine Trent equivalents, and communicate sound policy decisions to Office of the Registrar staff is a key component of the position.  The position is required to advocate for the needs of international students in policy and procedural development across all a variety of registrar functions – admissions, recruitment, registration, and financial aid to ensure that changes implemented for the majority of the undergraduate population do not adversely affect international students.

4. Analyzing appropriate strategic partnerships – Critical to the long-term health of Trent’s international recruitment strategy is the development of sound recruitment partnerships.  The ability to research, liaise, and negotiate with potential partner schools, consultants, advertisers, and organizations worldwide involves delicate yet strong communication, the ability to research and determine, in a very short period of time, the suitability of the potential match, and to analyze on an ongoing basis the outcomes of the match, in order to meet specific strategic goals.    
Decision Making

1. After analyzing specific opportunities, respond appropriately to requests for various levels of recruitment activity and partnerships worldwide.  For example, on a daily basis, the position receives correspondence from prospective educational agents interested in partnering with Trent.  From these solicitations, the position must research, reference, and make decisions about contracting specific education agents worldwide to represent Trent worldwide, as per our strategic goals.  

2. Determine, review and administer international admissions policy.  Oversee the review of all admissions files from out of country applicants; provide direction on difficult or unusual applications.  Design and oversee the engagement of communication templates, admission letters, and admission package materials to all out of country applicants.  Respond to and make decisions on suitability of specific international applicants to Trent.  Interpret and communicate international policy for other members (staff, faculty, students) of the Trent community.

3. Engage the international recruitment team in strategic meetings regarding specific events designed to increase the conversion rate of international students to Trent.  For example, coordinate and develop a multi-faceted plan in increase enrolment of international students within Canada by arranging multiple school visits, coordinating a specific communication plan (web-based, mail, electronic, phone) employing international recruitment staff and student volunteers to promote an event (such as a TIP @ Open House), and oversee the actual event by managing and supervising staff and volunteers in the smooth running of the event.
Impact

1. The development of Trent’s international recruitment strategy involves a great deal of investment in terms of budgetary and human resources; TIP is responsible for generating significant revenue annually for Trent University.  Strategic decisions about which specific markets to pursue and under what conditions can, if made poorly or in haste, result in the university failing to achieve desired recruitment targets and thus forgoing significant amounts of anticipated revenue.  In contrast, strategic decisions made with market intelligence, and an understanding of educational trends and policies at home and abroad will help to diversify the Trent student body, increase revenue to the university, and continue to build a global network of Trent alum.

2. Developing sound international admissions policy is crucial to ensuring each international applicant is treated equitably and in a timely fashion.  Improper research, poor communication and training of other international admission staff, and the failure to correctly interpret and analyze foreign credentials can result in improper admissions decisions being made, thereby compromising the integrity and quality of the international student population and jeopardizing Trent’s institutional reputation in Canada and overseas.

3. The creation and implementation of a complex and multi-faceted communications plan is necessary when dealing with various stakeholder groups, namely our applicant and prospect pools, guidance counselors, agents & partners, and newly admitted students.  A weak or poorly conceived plan, and a failure to properly implement the plan, will cause lengthy and damaging communication backlogs, diminishing our overall yield rate of applicants and once again causing the university to forego potential revenue and damaging our institutional credibility in key international markets.
Education Required

Honours University Degree (4 year).
Experience Required

Three years of directly-related experience 

Responsibility for the Work of Others

Direct Responsibility for the Work of Others: 

· International Enrolment Advisor, Admissions

· International Enrolment Advisor, TIP
· Student Assistants
· International Ambassadors 
Indirect Responsibility for the Work of Others: 

· International Enrolment Advisor, Trent ESL 

·  Agents and Trent representatives abroad

Communication

Internal:
· International students – providing general and academic advising; training/supervising as part of student leadership programs

· Registrar

· Director, Recruitment and Admissions – communicate to ensure consistent training of recruitment officers, strategize for possibilities on recruitment partnerships

· Manager, Operations & Client Services – consultant on scholarship committee (scholarship and bursary policy development); share information with respect to foreign lenders

· Director, Housing services – respond to crises regarding international students in residence; review application/printed material to ensure access for international students

· Residence Assignments Co-ordinator, Housing – provide enrolment/arrival updates, advocate for residence spaces

· Manager, Information Services – consult to develop reporting platforms; special projects

· Alumni Engagement & Services Coordinator – exchange data, share ideas

· Director, Institutional Research – share data

· Professors, ESL Instructors – discuss concerns re: student performance

· Manager, Accounting Operations – discuss student billing issues

External:

· Foreign lenders/funding agencies for prospective and current students – discuss procedures and policies for entrance/matriculation at Trent for funded students with foreign sponsors; report on enrolled students to comply with foreign funding regulations

· Embassy & consular officials – develop local market intelligence, develop understanding of local climate/policies with respect to student visas and migration

· Directors, managers of international recruitment/admissions – preparing for group recruitment activities; collaborating on international conferences; travel planning

· Guidance counsellors at local and international schools around the world – travel planning, responding to questions/concerns

· International education consultants contracted by Trent – develop and maintain relationships; participate in collaborative recruitment ventures; approve advertising/promotion; negotiate policies and procedures, and outline our expectations; follow-through if expectations are not met

· Prospective international students – promoting Trent

· Parents/Sponsors of prospective and current international students – providing support through the application, admission, and registration process; responding to concerns or crises 

· Advertising and media partners – develop advertising materials; negotiate participation with external media providers; prepare magazine/online articles; edit submissions.

· Graphic designers, printers of recruitment material – collaborate to design, edit, print recruitment materials

Motor/ Sensory Skills

· Fine motor skills, dexterity - Preparing reports, responding to large amounts of email

· Driving - Recruitment travel requires vehicle license

· Interpreting subtle cultural distinctions - At recruitment events or in international meetings, it’s crucial to pay close attention to subtleties in speech, body language, gestures, and other cultural indicators to properly read and understand complex interactions.

· Public speaking - In addressing large crowds of non-native English speakers, it’s crucial to speak clearly and slowly, and to convey complex ideas in simple, culturally relevant language

Effort

Mental:
· Cultural sensitivity - Must pay close and careful attention to cultural context and communication subtleties for successful performance of job.
· Concentration - During negotiations, presentations, and public events, sustained concentration and full engagement are crucial.  Particularly challenging when recruitment events are often very busy, noisy events.   Interruptions in office work are frequent, as work space is shared.
Physical:
· Carrying heavy materials - Carrying/pulling heavy boxes of print materials, displays, and luggage through airport, schools, and event halls.  Routinely pull/carry up to 40kg
· Speaking over long periods - During fair events that may last 6-8 hours, must speak and engage in conversation in hot, dry, and crowded conditions.

Working Conditions
Physical:
· Lengthy travel, wait times - Lengthy flights, time differences, and connection wait times impact sleep, fitness, and overall health.  

· Carrying/pulling luggage, display materials - Pulling/carrying luggage creates back/shoulder strain 

· Travel risks - In addition to risks assumed in the 50+ flights/year, significant risks are taken on regularly through exposure to disease from infected food/water, and local travel standards that do not match Canadian customs.

Psychological:
· Cultural adjustments - International travel requires frequent cultural shifts with respect to communication styles, dress, ethics, and business practices.

· Rigorous travel - Frequent, lengthy, and intensive out-of-country travel and time away from home/family life.  It is common that trips last 2-3 weeks with work or travel commitments each day.
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