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POSITION DESCRIPTION 

Position Title:   Student Recruitment and Engagement Officer 

Employer:      UQ College (UQC) 

Reference Number:    TBA 

Type of Employment:   On going 

Remuneration: Level 7.1 $76,340 plus 11% superannuation 

 
UQ COLLEGE  

UQ College Limited was formed in 2010 and is a wholly owned subsidiary company and 
Registered Training Organisation (RTO) for the University of Queensland (UQ. The purpose 
of UQC is to provide domestic and international students with access to further and higher 
education through the delivery of pathway programs.  In addition to English language 
Programs, UQC delivers the UQ Foundation Program; the Tertiary Preparation Program (TPP) 
and several Vocational Education and Training (VET) Programs. 

Information about UQC may be found at https://www.uqcollege.uq.edu.au/ 

 

DUTY STATEMENT 

Primary purpose of position 

The UQC Student Recruitment and Engagement Recruitment Officer’s key role is to contribute 
to the recruitment of prospective domestic students into pathway programs from within 
Queensland as well as provide administrative support for the Regional Managers in the 
coordination of international education opportunities for UQC. The position will collaborate with 
UQ Future Students teams and support their activities for the marketing, promotion of pathway 
programs and the recruitment of pathways students.  

Duties: 

Duties and responsibilities: 

• Work in consultation with the Senior Manager Business Development to develop and 

implement a recruitment plan to facilitate the recruitment and conversion of domestic 

students from enquiry to commencement. 

• Liaise with UQ Future Students recruitment team to ensure alignment in business 
development initiatives and organise conversion activities for UQC students where 
appropriate.  

• Collaborate with Future Students Domestic to represent UQC at major exhibitions, 

including Open Day and school events/presentations both online and face to face. 

• Collaborate with Student Services to plan and coordinate orientation for domestic and 
international students. 

• Provide administrative support for the Regional Managers in the development of program 
proposals, submissions, and client visits, including visitor itineraries and hospitality. 

https://www.uqcollege.uq.edu.au/
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• Provide accurate advice to prospective students about UQC and UQ programs and 
admissions information. 

• Build strong, collaborative relationships with UQC academics staff and admissions as well 
as UQ Future Students (Domestic and International) and Faculties. 

• Participate in and implement continued improvement activities relating to customer 
service excellence and quality assurance. 

• Monitor competitor activities to provide feedback and help inform key engagements. 

• Utilise a range of digital technologies include UQC’s admissions program. 

• Undertake other duties as directed by the Senior Manager, Business Development. 
 

Other 
 
Comply with legislation and University policy relevant to the duties undertaken, including but 
not exclusive to: 

 

• The UQC Staff Code of Conduct and the University’s Code of Conduct. 

• Requirements of the Queensland occupational health and safety (OH&S) legislation and 
related OH&S responsibilities and procedures developed by UQC and the University 

• Requirements of the Education Services for Overseas Students Act 2000, the National 
Code 2018 and associated legislation, and related responsibilities and procedures 
developed by the University. 

• All staff are expected to treat students, including young learners, with respect and 
understanding and addressing their concerns at all times. Staff must be familiar with 
UQC’s child and youth policies which support the safety and wellbeing of children and 
young people in our care 

• The adoption of sustainable practices in all work activities and compliance with associated 
legislation and related University sustainability responsibilities and procedures. 

 

Reporting Relationships 

 
The position reports to the Senior Manager, Business Development, UQ College. 
 

SELECTION CRITERIA 
 
Essential 

• A tertiary qualification in a relevant field such as Marketing or Business and or substantial 

relevant skills and work experience. 

• Well-developed written and verbal communication skills including the ability to present in 
front of large audiences.  

• Strong cross-cultural understanding and ability to liaise effectively with a wide range of 
audiences from different cultural backgrounds and respond positively when resolving 
issues. 

• Demonstrated administrative and organisational skills, including the ability to set priorities, 
manage time and plan work to meet deadlines. 

• Demonstrated ability to work independently and effectively as part of a team. 

• Demonstrated knowledge of Microsoft suite including Word, Excel, PowerPoint, and 
Access. 

• Ability to work some weekends and additional hours from time to time. 

• Queensland Government Blue Card (Working with Children check) 

• Current Driver’s Licence. 
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Desirable: 

• Experience in developing plans aligned to strategy and achieving ambitious targets.  

• Knowledge of practices, issues, and challenges in the international and domestic 
education sector.  

• Able to speak other languages. 

 

Further information 

For further details please contact: 

• Kate Galati, Senior Manager, Business Development, UQ College 

• Phone: 0475 768 137 

• Email: k.galati@uqcollege.uq.edu.au 
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