
 

 

St Mellitus College 

Admissions Coordinator/Officer (Maternity Cover) 

St Mellitus College (SMC) is one of the leading theological training colleges in the world, seeking to 
provide innovative theological education and training for those called to serve Christ in the church 
and the world. We are 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 and rigorous.  

This vital role plays a crucial part in oversight of our national student admissions, as well as first 
hand engagement supporting prospective students as they explore their calling to theological study 
and ministry training. Confidentiality, reliability, attention to detail, initiative, communication skills, 
diplomacy, sense of humour and an ability to prioritise are essential attributes of the role. The post 
holder will report directly to the Head of Operations is expected to work closely with national 
Centre Coordinators, the London Centre Directors and the wider operations team. This role should 
strive to provide an excellent experience for prospective students in all aspects of admissions and 
high-quality oversight and delivery of processes and administration, with warmth and accuracy.  

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

This is a fixed-term, maternity cover role, from March 2023-June 2024. Appointment may be made 
at Coordinator or Officer level dependent on experience.  
 

KEY TASKS 
Key responsibilities include but are not limited to: 

 

Oversight: 

• Point person for admissions college-wide 

• Coordinate the national college’s admissions processes ensuring they are fit for purpose and 
delivered to a high standard 

• Oversee the running of Open Days and Evenings in London and Chelmsford  

• Oversee student interview days and lead debrief meetings 

• Ensure all admissions related documentation across the whole college (including the 
website) is up to date and subject to regular reviews, e.g., Programme Fees sheet 

• Ensure timely dissemination of admissions information to all centre coordinators 

• Compile agenda for annual Admissions Review Meeting  

• Produce and present annual Admissions Report to all staff 

• Provide induction to admissions for new staff 

• Produce monthly, and in busy periods weekly, reports on admissions data (KPIs)  
(If Admissions officer) 

• Line manage the Admissions Administrator  

• Exercise strategic oversight over the College’s admissions processes, taking proactive steps 
for enhancement and improvement to achieve excellent student experience from first 
contact to induction and optimize processes and resources available 

• In liaison with the Head of Operations and Head of Communication, work to maximise 
student recruitment opportunities 

 



 

Processing applications for London and Chelmsford Independent and Audit students: 

• Review applications against the admissions criteria and entry requirements and invite 
prospective students to interview 

• Issue offers letters 

• Act as point of contact for applicants 

• Monitor and maintain accurate records on admissions database 

• Evaluate references  
 

Enrolment of new students: 

• Oversee the compilation of electronic Welcome Packs and physical Induction Packs for new 
students 

• Oversee the compilation of information for the Induction Email for new students 

• Oversee the accurate population of the database with new students’ data 
 

Finance Support: 

• Invoice new and returning students using Access 

• Respond to invoicing and Student Finance queries  

• Confirm Attendance and process Change of Circumstances forms in the Student Information 
Service (SIS) 

 
OTHER RESPONSIBILITIES 

• Supporting SMC events and related activities as required (including Celebration of 
Graduates and Induction Events) 

• Attending all meetings of the Local centre and wider St Mellitus College staff, annual staff 
retreat, key staff gatherings and college events 

• Presence at conferences and events as required, (such as Leadership Conference and 
Summer Festivals) for which time off in lieu / flexi-time will be arranged 

• Administer and attend one residential training weekend per year, for which time off in lieu 
will be given 

• Supporting SMC-related activities, general administrative duties, and other tasks, as 
required 

• Helping with hospitality of students on Teaching days and Teaching Weeks by serving during 
coffee or mealtimes   

• Undertake such other duties appropriate to the post as may be assigned by the Head of 
Operations and Chief Operating Officer as changes necessitate. 

 
 

ESSENTIAL SKILLS, KNOWLEDGE, AND EXPERIENCE 
 

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

• 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 with 
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 
 



 

DESIRABLE SKILLS, KNOWLEDGE, AND EXPERIENCE 
 

• Educated to degree level 

• Experience of working in the Higher Education admissions sector 

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

• Experience of working in an events-based role 

• Recent experience of working in a customer facing role 
 

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 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 new vision 

for theological training and formation, and out of a spirit of partnership. It was founded by the 

Bishops of London and Chelmsford, in partnership with St Paul’s Theological Centre (Holy Trinity 

Brompton) and SPTC remains a constituent part of the college and a core founding partner. The 

development of teaching centres has always been undertaken at the invitation of the local Bishops 

and in partnership with those local dioceses, responding to local missional contexts and needs, whilst 

having a rich broad vision for the whole church across the nation.  As a Christian teaching institution 

our faith is an integral part of our working culture. 

 

EXPECTATIONS 

• This is a full-time (1.0fte) position.  There will be 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 

• This is a fixed-term, maternity cover role, from March 2023-June 2024.  

• 25 days’ holiday a year: please note term times, holidays will usually be granted around these 

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

• Office space is provided in SMC’s London home at 24 Collingham Road. While the 

contractual workplace will be the St Mellitus College teaching centre, staff are given the 

opportunity to deliver their roles through a combination of on site and remote working on 

an informal arrangement 

• There is a six-month probation period 

• 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%.  

 


