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Job Description

Job title:	 Agent Conversion Officer 

Reports to: 	Global Operations Officer 

Department:   Marketing and Communications International
Grade:		 5	  

Purpose of the role

The Agent Conversion Officer plays a key role in supporting the University’s international recruitment and conversion activities, with a specific focus on managing and enhancing the applicant journey for students applying through education recruitment agents.
The post holder will lead on the operational processes that underpin agent performance, applicant conversion (KPIs), and the broader international agent enrolment pipeline. This includes oversight of agent-related enquiries, conversion activities & communications, application monitoring, reporting, and the coordination of activities linked to the British Council Agent Quality Framework.
The role ensures that all agent-referred applicants experience a smooth and efficient journey from application to enrolment and contributes to building strong, professional relationships with the University’s global agent network. The role also includes task supervision of the Assistant Agent Conversion Officer.

Main areas of responsibility:
· Working collaboratively with marketing and international recruitment team colleagues develop and manage activity campaigns to increase enrolment conversion from recruitment agents.
· Lead on enhancing the applicant experience for agents by identifying process improvements and implementing change initiatives.
· Lead on the development of efficient processes and systems that track, monitor, and improve applicant conversion across agent-referred applications.
· Lead on day-to-day management of agent conversion inboxes, ensuring high-quality and timely responses that reflect excellent customer service. Ensure timely follow-up on agent-related enquiries and applicant status updates from the point of application to enrolment.
· Lead on the creation and management of the agent development plan and create in collaboration with marketing colleague's agent training materials and resources.
· Lead on the creation of an agent reward system that identifies and recognises top performing counsellors within recruitment agencies.
· Monitor the progress (KPIs) of agent-referred applicants through each stage of the pipeline, identifying barriers to progression and proactively resolve issues. 
· Produce regular reports on conversion trends, agent performance metrics, and applicant behaviour to inform decision-making.
· Support the Global Operations Officer with the implementation of the Agent Quality Framework.
· Working collaboratively with the marketing team to lead on agent communications, newsletters, and guidance updates relating to application and enrolment procedures.
· Support wider recruitment and conversion efforts during peak periods in the enrolment cycle.
· Lead on resolving agent issues and have responsibility for agent tagging and disputes.
· Lead on the organisation of conversion-focused events (virtual and in-person), including offer-holder webinars, pre-departure briefings, student ambassador call campaigns and information sessions.
General responsibilities
These are standard to all University of Brighton job descriptions.
· To undertake other duties appropriate to the grade and character of work as may be reasonably required, including specific duties of a similar or lesser grade
· To adhere to the University’s Equality, Diversity, and Inclusion Policy in all activities, and to actively promote equality of opportunity wherever possible
· To be responsible for your own health and safety and that of your colleagues, in accordance with the Health and Safety at Work Act
· To work in accordance with Data Protection Legislation
Person Specification

The person specification focuses on the knowledge, skills and abilities, qualifications, and the experience required to undertake the role effectively. Please ensure that your application demonstrates how you meet the essential criteria. You will be assessed by your completed application form (A), at interview (I) and in some instances through an exercise (E); these are shown at the end of each criteria.
Essential Criteria

	Knowledge, skills, and abilities


	· Strong administrative skills and high attention to detail. (A,I)
· Understanding of the UK higher education sector and/or international student recruitment processes. (A,I)
· Excellent interpersonal and customer service skills, with the ability to communicate effectively across cultures. (I)
· Ability to manage competing priorities and work efficiently under pressure. (I)
· Comfortable working with numerical and statistical information and presenting reports.(A,I)

	Qualifications

	· Educated to degree level or equivalent experience. (A)

	Experience


	· Substantial administrative experience within a busy office environment. (A, I)
· Ability to work independently and use initiative to solve problems. (A,I)
· Experience of customer-facing work, ideally with international stakeholders.(A,I)
· Experience of working as part of a wider team to achieve shared goals. (I)
· Good working experience of relevant software (e.g., spreadsheets, databases, CRM systems, Microsoft Office). (A,I)
· Experience of using complex databases ensuring high quality and accurate data (A, I)  


	
Physical demands and/or other requirements


	· Willingness to work occasional flexible hours (evenings/weekends). (A,I)




Additional Information

· Any appointment is generally made at the bottom of the salary range for the grade dependent upon experience and previous salary.
· The University of Brighton welcomes job sharers. Job sharing is a way of working where two people share one full-time job, dividing the work, responsibilities, pay, holidays, and other benefits between them proportionate to the hours each works, thereby increasing access to a wide range of jobs on a part-time basis. The advert for the post for which you are applying will indicate whether applications from job sharers can be considered (this may not be possible for a post that is already part time for example). Refer to the ‘Balancing Working Life’ section on our website here: Benefits and facilities.
· Annual leave entitlements are shown in the table below and increase after 5 years’ service. In addition, to the eight Bank Holidays, there are university discretionary days between Christmas and New Year. All leave, including bank holidays and discretionary days, is pro-rated for part time employees.

	Grades
	Annual entitlement per grade
	Grades
	After 5 years’ service

	1-3
	23 days
	1-3
	28 days

	4-7
	25 days
	4-7
	30 days

	8-9
	27 days
	8-9
	30 days

	Band 10 and above
	30 days
	Band 10 and above
	30 days



· More information about the department/school can be found here Professional Services Departments or here Academic Departments. 
· Read the University’s Strategy
· The University has an attractive range of benefits, and you can find more information about them on our website.
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