Advertised in:
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MARKETING AND STUDENT SUPPORT ASSISTANT  (REF: 460)

INTERNATIONAL CENTRE
Salary range:
HEE Level 4  $38,195 - $40,657 p.a.

The International Centre is seeking an enthusiastic, energetic individual to join its marketing and student support teams.  This ongoing position involves a wide variety of tasks and will suit someone who enjoys the challenges of multi-tasking.  Certain tasks performed by the position require lifting and carrying. Applicants must address the selection criteria. The full position description and selection criteria follow. To discuss or clarify any aspects of the position please contact Margaret Anderson, 6488 3944 or email: mjanderson@admin.uwa.edu.au.
CLOSING DATE:
Tuesday, 18 May 2004

Application Details: Interested applicants must obtain the position’s application package or telephone the 24 hour "hotline" on 6488 3733). Essential details of the University’s application procedures are contained in the package.

Committed to a workplace culture of respect

THE UNIVERSITY OF WESTERN AUSTRALIA

STATEMENT OF MAJOR DUTIES AS OF 01.04.04
	Position Number: 303719
	School/Admin Department:  Registrar’s Office

	Position Title: Marketing & Student Support Assistant
	Section/Area:  International Centre

	Position Classification: Level 4
	Position to which responsible: Manager, Marketing and Undergraduate Admissions   - 


THE CONTENTS OF THIS STATEMENT MAY BE VARIED ONLY WITH THE APPROVAL OF THE VICE-CHANCELLOR

	Duty no.
Summary of Duties
	
	Frequency
	% of total time

	
	Responsible to the Manager, Marketing and Undergraduate Admissions for recruitment, promotion and publicity functions and responsible to the International Student Adviser for student support functions.
	
	

	
	
	
	


	1.

2.

3.

4.

5.


	Marketing and Recruitment

1.1 In conjunction with the Marketing and Publicity Assistant, coordinate arrangements for overseas exhibitions, including:

1.1.1 Booking international and domestic travel and accommodation for university staff arrange travel advances and obtain visas.

1.1.2 Liaise with university staff on aspects of their travel, exhibition information, visa and health requirements, prepare appointments/interview schedules.

1.1.3 Distribution of marketing materials for recruitment activities, liaising with the Mail Room/freight company and monitoring shipment progress.

1.2 Liaise with university staff, other WA institutions and Perth Education City group with regards to combined recruitment activities.

1.3 Promote the University’s programmes and services by participating in offshore and onshore recruitment activities.

Promotion, Publicity and Public Relations

2.1 Coordinate artwork and production of specific International Centre promotional materials as required and contribute to the development of the International Centre’s publications and display materials.

2.2 Liaise with and coordinate graphic designers, printers and photographers regarding publications, promotional materials and advertising (local and international).

2.3 Under the direction of the Manager, Marketing and Undergraduate Admissions maintain the International Centre website content in an accurate and timely manner.

2.4 Present information regarding the University to visitor groups and conduct campus tours as required.

2.5 Provide advice by telephone, email, in person and by mail to international students, overseas visitors, parents and schools in all matters related to prospective international student admission, including advice on courses offered and admission requirements.

2.6 Assist with activities such as university orientation session, open days and information evenings as required.

2.7 Carry out project work as required.

University Overseas Representatives

3.1 Under the direction of the Manager, Marketing and Undergraduate Admissions,  maintain the overseas representative appointment process, including:

3.1.1 Logging and processing requests from prospective overseas representatives.

3.1.2 Arranging regular meeting of appropriate staff to assess new applications and review current contracts.

3.1.3 Send contacts, appointment packs, certificates and promotional materials to newly appointed overseas representatives.

3.1.4 Maintain word, excel, and website lists of overseas representative contact details.

Student Support

4.1 Provide general administrative and secretarial support to the International Student Adviser(Ms Sally Tan), including:

4.1.1 Typing correspondence, memoranda, reports, as well as drafting replies to routine correspondence as appropriate.

4.1.2 Assist in preparation, layout and distribution of materials relating to student support.

4.1.3 Maintaining diary and appointments.

4.1.4 Organise meetings and attend meetings on behalf of the International Student Adviser when requested.

4.2 Under the direction of the International Student Adviser, assist with arrangements for the University orientation programmes, including:

4.2.1 Providing information to appropriate agency regarding airport reception for students

4.2.2 Creating and maintaining a database of students attending orientation.  

4.2.3 Coordinate arrival details for induction programmes for new students.

4.2.4 Liaise with university staff and external agencies on student issues, such as the Department of Immigration, Multicultural and Indigenous Affairs, Australian Taxation Office and Transperth to organise and order handbooks, brochures, pamphlets.

4.3 Coordinate travel, accommodation, venue arrangements and presentation materials for pre-departure seminars.

4.4  Coordinate arrangements for ‘follow-up’ and ‘re-entry’ programmes, social functions and activities.

Other duties

5.1 Provide administrative and secretarial support to the Manager, Marketing and Undergraduate Admissions.

5.2 Assist on reception desk as required.

5.3 Other duties as required.

5.4 Must be willing and able to do some ‘lifting and carrying’.
	Ongoing

Ongoing

Ongoing

Ongoing

As required


	30%

20%

10%

35%

5%



	
	
	
	

	Number of positions directly supervised: …0…………... Total number of positions responsible for: …0……………………




THE UNIVERSITY OF WESTERN AUSTRALIA

SELECTION CRITERIA

	Position Number: 303719
	School/Admin Department:  Registrar’s Office

	Position Title: Marketing and Student Support Assistant
	Section/Area: International Centre

	Position Classification: Level 4
	


	SELECTION CRITERIA
	Desirable/Essential

	QUALIFICATIONS
	

	.
Year 12 or equivalent competency
	E

	
	

	KNOWLEDGE, SKILLS AND ABILITIES
	

	
	

	.
Excellent communication and interpersonal skills, both written and oral
	E

	
	

	.
Demonstrated cross-cultural awareness skills
	E

	
	

	.
Demonstrated ability to work independently and use initiative
	E

	
	

	.
Ability to work as part of a team
	E

	
	

	.
Ability to work under pressure and meet deadlines
	E

	
	

	.
Excellent secretarial skills, including accurate word processing, databases, knowledge of excel spreadsheets
	E



	
	

	.
Knowledge and understanding of Australian and international educational systems
	D



	EXPERIENCE
	

	
	

	.
Experience of working within an educational or international environment
	D

	
	

	.
Demonstrated understanding of desktop publishing software
	D

	
	

	.
Demonstrated experience in tertiary marketing
	D

	
	


NOTE:  An interview will only be granted where it is clearly demonstrated that applicants meet the essential criteria.  Applicants who require details of the University policies on Occupational Safety and Health can obtain these via the web at http://www.safety.uwa.edu.au/policy/osh (or by telephoning 6488 3938) and on Equity and Diversity can obtain these via the web at http://www.equity.uwa.edu.au (or by telephoning 6488 2252).

