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Job Description and Person Specification
Last updated: May 2025

JOB DESCRIPTION

	Post title:
	Faculty Specialist Officer (International)

	Academic Unit/Service:
	Faculty Operating Service

	Faculty:
	Faculty of Arts and Humanities
	
	

	Career pathway:
	MSA
	Level:
	4

	Posts responsible to:
	Senior Operations Manager (International)

	Posts responsible for:
	N/A

	Post base:
	Office-based with significant overseas travel 

	Job purpose

	To support the Associate Dean (International) to deliver Faculty strategic internationalisation objectives by:
· Initiating and developing mutually valuable international partnerships across multinational markets
· Planning and delivering recruitment and conversion activities which contribute to the achievement of ambitious targets for international student recruitment and support a sustainable and diverse recruitment pipeline
· Continually developing and applying specialist knowledge of educational, economic, and political landscapes in priority markets
· Working closely with the University’s International Office, identifying opportunities to collaborate and streamline activity
· Acting as an ambassador for the University of Southampton both in the UK and overseas, helping to raise international brand and profile in line with the University’s International Strategic Plan

	Key accountabilities/primary responsibilities
	% Time

	1. 
	To work with the Associate Dean (International) and Senior Operations Manager (International) to develop annual Faculty-specific international partnership and recruitment plans which progress Faculty objectives and complement central international team activity
Take proactive steps to stay abreast of market and sector developments relevant to international partnerships and recruitment, e.g. policy and funding changes, and share market intelligence appropriately
Undertake frequent analysis and reporting on activity and outcomes, assessing trends, opportunities, and threats, and proposing appropriate responses

Operate within allocated budgets and ensure appropriate return on investment
	10

	2. 
	To identify, initiate and develop international partnership agreements for the Faculty, including education-focused partnerships such as exchange and enhanced progression agreements, ensuring new partnerships meet institutional strategic, reputational, and financial aims and following due process and diligence through to completion
Maintain excellent records, support related governance committees, requirements, and fora, document processes and decision-making and ensure consistency of approach

Build relationships with partner institutions to ensure a positive, productive and sustainable partnership with each, acting as the key point of contact in Faculty
Monitor and review performance as required
	40

	3. 
	To contribute to the development of, and monitor progress against, Faculty international student recruitment targets

Share, and conduct where required, market and competitor analyses, benchmarking, and horizon scanning to guide and support colleagues' efforts, working with the Policy and Insight team as appropriate

Work with key stakeholders across academic departments and professional services teams to develop and deliver effective and culturally agile plans for the promotion of FAH education programmes, including online and in-country webinars, fairs, events, and showcases
Engage effectively with University International Partnerships and Recruitment Managers (IPMs and IRMS), University agent partners, Alumni, and relevant bodies as required

Compile and update audience-appropriate materials within brand guidelines

Maintain in-depth understanding of Faculty programme portfolio and University admissions and qualification equivalencies policies

Support the promotion, processing, welcome plans, testimony gathering, and evaluation of FAH International Scholarship awards
	40

	4. 
	To be an effective and supportive member of the Faculty Operating Service, contributing to cross-functional activities in support of student and staff experience as agreed with the line manager
	10

	Internal and external relationships

	· Senior Operations Manager (International), Associate Director of Faculty Operations, Faculty Operating Service teammates
· Associate Dean (International) for Arts and Humanities, Directors of Internationalisation for the School of Humanities and Winchester School of Art, departmental Internationalisation Leads

· Global Recruitment, Admissions, and Marketing teams
· Strategy Office
· Legal Services

· Student Administration and Academic Affairs
· International partners
· International recruitment agents 


PERSON SPECIFICATION

	Criteria
	Essential
	Desirable
	How to be assessed

	Qualifications, knowledge and experience
	Skill level equivalent to achievement of HND, Degree, NVQ4 or basic professional qualification
Advanced level proficiency in English and Mandarin Languages
Experience of working with Higher Education (HE) in the UK with international students and staff
Experience of establishing effective links with international partner universities
Proven track record of contributing to international student recruitment targets

Knowledge of sector and market trends regarding international student recruitment
	Educated to postgraduate level or equivalent
Membership of relevant professional bodies and organisations such as BUILA, BUTEX etc

Experience of negotiating agreements with international partners
Experience of developing multi-faceted partnerships
Knowledge and understanding of CRM systems for student recruitment and conversion
	Application
Interview

Certificates

	Planning and organising
	Ability to operationalise strategy and to plan, progress, and assess own work activities within professional guidelines and organisational policy

Able to manage a range of project work involving multiple stakeholders
Ability to maintain accurate records for a variety of audiences
Ability to identify shortfalls in information and proactively fill these

Ability to conduct and present research and recommendations

Able to organise time and workload effectively to meet deadlines and targets
	Experience of managing budgets
	Application. Interview

	Problem solving and initiative
	Able to use initiative and think creatively
Able to develop understanding of long-standing and complex problems and to apply professional knowledge and experience to solve them

Able to use specialist knowledge to identify solutions in different geopolitical contexts

Proactively anticipates and plans for possible obstacles by assessing and managing risks
	
	Application. Interview

	Management and teamwork
	Demonstrable ability to work effectively as part of a team
Able to work in a proactive manner with colleagues in other work areas to achieve outcomes 

Able to delegate appropriately, and to flex own plans to support others
	
	Application, Interview.

	Communicating and influencing
	Experience of building and maintaining effective institutional relationships
Excellent written and verbal communication skills and ability to communicate professionally and effectively at all levels, tailoring the approach accordingly 
Able to provide accurate, timely, and clear specialist advice on complex issues
Able to design and host visits from high level delegations, and to represent the Faculty externally
Able to use influencing and negotiating skills to develop understanding and gain co-operation with internal and external stakeholders

Able to negotiate on behalf of a major organisation with credibility and persuasiveness.
	
	Application, Interview

	Other skills and behaviours
	Excellent intercultural competency and commitment to inclusivity 

High-level IT proficiency, including the Microsoft suite – in particular data reporting and video conferencing tools
Adherence to Southampton Behaviours
Compliance with Health & Safety policies
	
	Application, Interview

	Special requirements
	Ability to work flexibly, including some evenings and weekends, as required
Ability to undertake significant overseas travel for up to three weeks at a time to various regions, in particular Asia, operating in line with University travel, financial, and sustainability procedures, policies, and agendas, developing maximum impact itineraries and maintaining a professional approach at all times
	
	Application, Interview


JOB HAZARD ANALYSIS

Is this an office-based post?

	☒ Yes
	If this post is an office-based job with routine office hazards (e.g.: use of VDU), no further information needs to be supplied. Do not complete the section below.

	☐ No
	If this post is not office-based or has some hazards other than routine office (e.g.: more than use of VDU) please complete the analysis below.

Hiring managers are asked to complete this section as accurately as possible to ensure the safety of the post-holder.


## - HR will send a full PEHQ to all applicants for this position. Please note, if full health clearance is required for a role, this will apply to all individuals, including existing members of staff.

	ENVIRONMENTAL EXPOSURES
	Occasionally 

(<30% of time)
	Frequently

(30-60% of time)
	Constantly
(> 60% of time)

	Outside work 
	
	
	

	Extremes of temperature (e.g.: fridge/ furnace)
	
	
	

	## Potential for exposure to body fluids
	
	
	

	## Noise (greater than 80 dba - 8 hrs twa)
	
	
	

	## Exposure to hazardous substances (e.g.: solvents, liquids, dust, fumes, biohazards). Specify below:
	
	
	

	Frequent hand washing
	
	
	

	Ionising radiation 
	
	
	

	EQUIPMENT/TOOLS/MACHINES USED

	## Food handling 
	
	
	

	## Driving university vehicles(e.g.: car/van/LGV/PCV) 
	
	
	

	## Use of latex gloves (prohibited unless specific clinical necessity)
	
	
	

	## Vibrating tools (e.g.: strimmers, hammer drill, lawnmowers) 
	
	
	

	PHYSICAL ABILITIES

	Load manual handling
	
	
	

	Repetitive crouching/kneeling/stooping
	
	
	

	Repetitive pulling/pushing
	
	
	

	Repetitive lifting
	
	
	

	Standing for prolonged periods
	
	
	

	Repetitive climbing (i.e.: steps, stools, ladders, stairs)
	
	
	

	Fine motor grips (e.g.: pipetting)
	
	
	

	Gross motor grips
	
	
	

	Repetitive reaching below shoulder height
	
	
	

	Repetitive reaching at shoulder height
	
	
	

	Repetitive reaching above shoulder height
	
	
	

	PSYCHOSOCIAL ISSUES

	Face to face contact with public
	
	
	

	Lone working
	
	
	

	## Shift work/night work/on call duties 
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