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	Position Title
	Future Student Consult Officer

	Group/Portfolio
	Marketing and Communications

	Classification
	HEW 5

	Position Number
	00063922

	Reports To
	Team Leader, Future Students 

	Employment Type
	Ongoing, Full time



1.0	Position Purpose
Under direction of the Team Leader, Future Students, the Future Students Consult Officer provides high level quality advice to domestic prospective students. 
In this role, you’ll be the first point of contact for prospective students, providing information about courses, applications, and recruitment events, via multiple channels including phone, email, live chat and SMS. You’ll liaise with internal stakeholders and prospective students to ensure all enquiries have been resolved or triaged, and accurately record prospective student contact details, study interests, and outcomes of the enquiry in the Customer Relationship Management (CRM) software.

2.0	Eligibility Requirements

· The occupant of this position will hold a bachelor’s degree level of education and/or an equivalent combination of education and experience.
· Experience in higher education prospective student recruitment is desirable.
 
3.0	Key Responsibilities
· Provide tailored and high-level advice to prospective students via multiple channels including phone calls, email, live chat and SMS whilst adhering to current privacy legislation and current university policies.
· Ensure all enquiries are recorded, reported and resolved in a timely manner.
· Achieve set targets in regard to data collection, call success and attempt rate, lead generation and conversion
· Consult with available sources to gather relevant information and seek the expertise and advice of other people as appropriate
· Provide valuable front-line insights to the Future Students and wider Marketing and Communication teams.
· Participate in various domestic future student recruitment activities and events as needed.
· Adhere strictly to the contact centre roster to ensure consistent coverage and support, contributing to the smooth and efficient operation of the centre. 
· Maintain a friendly, approachable, and professional demeanour when interacting with prospective students, ensuring they feel supported and valued throughout their enquiry. 
· Ensure compliance with relevant legislation and University policies and procedures, including equity and health & safety and exhibit good practice in relation to same.  
· [bookmark: 3.1_Criteria]Be a leading example of the principles and values embodied in the University’s Code of Conduct, and behave, act and communicate at all times to reflect fairness, ethics and professionalism.
[bookmark: On_the_recommendation_of_the_Vice_Chance]4.0	Key Capabilities

Griffith University identifies the attributes of resilience, flexibility, creativity, digital literacy and entrepreneurship as critical to our graduates’ success, in the rapidly changing future world of work. We have established a Griffith University Capability Development Framework to provide a common language of some of the non-technical organisation skills that will support our staff to thrive now and into the future. The Capability Development Framework will assist you to understand the current skill level of this position in the non-technical but critical skill domains that are increasingly important in a changing workplace context. 

To read about some of the non-technical organisation skills for this position, please see the Leads Self section of our Capability Development Framework.
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