Job Title: Head of Student Enrolment
Reports to: Deputy Director of University Operations
Location: London Portsoken
Direct Reports: Enrolment Managers
Contract Type: Permanent
Role Purpose
The Head of Student Enrolment will lead the strategic and operational delivery of the student enrolment function, with a particular focus on international document collection, retention of new students, and the creation of a memorable enrolment experience. This role will manage two teams of Enrolment Officers and work cross-functionally to ensure compliance, efficiency, and student satisfaction.

Key Responsibilities
· Oversee the collection and verification of international student documentation in line with visa and regulatory requirements.
· Ensure timely and accurate processing to support compliance and student onboarding.
· Design and implement proactive engagement strategies to retain new students during the enrolment period.
· Monitor enrolment data to identify at-risk students and intervene early to prevent deemed withdrawals.
· Champion a seamless and memorable enrolment journey for all students, ensuring communications, systems, and touchpoints are aligned and student-friendly.
· Collaborate with marketing, admissions, and student services to ensure a joined-up experience.
· Continuously review and improve enrolment processes to enhance efficiency and compliance.
· Ensure adherence to internal policies and external regulatory requirements including the UKVI and HESA.
· Lead, coach, and develop two teams of Enrolment Officers to deliver high-quality, student-centred services.
· Provide regular reports and insights to senior leadership on enrolment performance, risks, and opportunities.
· Use data to inform decision-making and drive strategic improvements.

Person Specification
Essential:
· Proven experience in student enrolment or admissions, ideally in a higher education setting.
· Strong leadership and team management skills.
· Excellent understanding of international student compliance and documentation requirements.
· Track record of improving student retention and experience.
· Exceptional communication and stakeholder management skills.
· Data-driven approach to problem-solving and decision-making.
Desirable:
· Experience working with CRM or student information systems.
· Knowledge of UKVI regulations and international student onboarding.
· Project management experience.

 
