
 

                    St Mellitus College   

Admissions Administrator 

 
This role plays an important part in ensuring effective recruitment and enrolment of students to programmes and 

courses at St Mellitus College. They will be responsible for day-to-day administration within the admissions team 

facilitating both national systems and processes and local delivery of admissions activities within the London and 

Chelmsford teaching centres, as well as some general office administration, under the oversight of the Admissions 

Officer. St Mellitus College works to comply with QAA expectations related to recruitment, selection, and 

admissions.   

 

St Mellitus College (SMC) is a national college with delivery centres across the UK and key partnerships 

internationally.  The training we offer at introductory, undergraduate and postgraduate levels is vibrant, 

innovative, and rigorous.   

KEY TASKS  

 Admissions focussed responsibilities include, but are not limited to:  

 Admissions enquiries:  

• Provide telephone and email support advising prospective students about SMC courses 

• Act as point of contact for London and Chelmsford based staff on admissions  

• Presence at conferences and events required, including Leadership Conference and Summer Festivals 

(Focus, New Wine, CreationFest or equivalent);  

  

Open Days and Evenings:  

• Manage bookings for Open Days and Evenings in London and Chelmsford  

• Plan Admissions Events and assist in running them alongside the Admissions Officer  

• Monitor the success of Admissions Events and make recommendations for improvement  

• Organise and set up online zoom meetings for interview days and ensure smooth running of interview 

days   

  

Processing applications:  

• Track applications via the website and liaise with centre administrators as required 

• Make sure applications are dealt with in accordance with the admissions policy  

• Maintain London interview schedule and communicate with Admissions Officer when interview packs are 

ready to be sent 

• Act as a point of contact for applicants and provide excellent customer service   

• Take up references for applicants  

• Monitor and maintain accurate records on admissions database, overseeing all Undergraduate, Beginning 

Theology and Audit applications  

  

Enrolment of new students:  

• Work with Admissions Officer in compiling electronic Welcome Packs and hard-copy Induction Packs for 

new students  

• Transfer student’s files from admissions files to main student files during the enrolment period  

• Assisting with the London and Chelmsford centre local student induction days at the start of the new 

academic year, and College’s National Launch Day for incoming students held on a Saturday in September 

• Printing badges for new students and staff as needed  

  



 
Office administration responsibilities include, but are not limited to:  

External Enquiries:  

• Answer and screen general telephone enquiries to the college  

• Be the first point of contact for all visitors to the college  

• Manage general enquiries inbox  

 

General  

• Providing general office support as a shared responsibility of administrative team members  

• Distributing post to colleagues   

• Helping with hospitality of students on Monday teaching days and Teaching Weeks by serving during 

coffee or meal times  

• Work in connection with the wider administration team on special projects   

•  Supporting SMC events and related activities as required, including graduation  

  

OTHER RESPONSIBILITIES 

• Attending all meetings of the London & Chelmsford team and wider St Mellitus College staff, key staff gatherings 
and college events 

• Work at ordinand residentials or other college events from time to time as required for which time off in lieu / 

flexi-time will be arranged where necessary 

 

This list is not exhaustive and additional duties may be needed as deemed appropriate by management. 

  

KEY COMPETENCIES 
Essential:  

• Excellent organisational skills, including ability to pay close attention to detail whilst working to tight 

deadlines  

• Excellent communications skills, both written and oral   

• Excellent interpersonal skills when interacting with staff and prospective students from varying 

backgrounds   

• Ability to manage a varying and demanding workload  

• Proficient user of computer programmes including, Microsoft Word, Excel, and Outlook   

• Ability to work unsupervised and as part of a team  

• Commitment to teamwork 

• GCSE or equivalent in English and Maths and educated to A level or equivalent  

  

Desirable:  

• Recent experience of working in a customer facing role  

• Experience of working in the Higher Education admissions sector  

• Experience of working in an events-based role  

• Knowledge of Church of England’s discernment process for entering ordained ministry  

• Educated to degree level  

  

 

WORKING ENVIRONMENT 

 

We are outward-looking, prayerful, keen to serve the mission of the church and striving for excellence in everything 

we do. We seek to be professional at all times, taking God seriously but not ourselves.  The College is an exciting 



 
and challenging place to work, where innovation and creativity is encouraged. The staff community is warm and 

engaging with lifelong relationships being built. 

Core to the college’s values is the promotion and celebration of unity, and the college is characterised by a generous 

orthodoxy which seeks to respect, celebrate and bring together different traditions in the church and help them 

learn from each other. St Mellitus College was borne out of a vision for theological training and formation, and out 

of a spirit of partnership.  

  

JOB REQUIREMENTS AND BENEFITS 

• This is a full-time position which includes some morning/evening commitments e.g. Open Days (Monday 

8am-9:30am) and Open Evenings (Tuesday 5.30-8pm in London and Thursday 5.30-8pm in Chelmsford) for 

which time off in lieu/flexi-time will be arranged  

• Whilst the role is Monday – Friday, the role holder will need to be available to work key dates with 

possible evening and weekend availability.   

• The employer will be St Mellitus College, based at the London Teaching Centre (SW5 0LX) 

• 25 days’ holiday per annum: please note term times, as holidays will usually be granted around these 

and/or half-terms.  The holiday year runs September-August  

• SMC contributes to a pension scheme at the auto-enrolment set rate. After 2 years of service, the 

employer’s contribution is increased to 5%. You may make contributions above the statutory minimum at 

any rate you wish.  

• Salary: £22-24k (per annum) depending on experience  

• There is a 6-month probationary period  

  

APPLICATIONS  

 

If you are interested in this post, please email recruitment@stmellitus.ac.uk by 12pm on Tuesday 19th April.  

Please send in:   

• A full Curriculum Vitae  

• A brief letter outlining your reasons for applying for this post, and what you believe you could offer St 

Mellitus College.  

 

Interviews will be held on Thursday 21st April. 


