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Position Description: Student Admissions Officer 

Reports To: Registrar 
Employment Type: Part Time (or up to 0.80 FTE by negotiation) ,9 Month Fixed Term Parental Leave 
Replacement. 
Location: Ridley College, 170 The Avenue, Parkville Vic 

Position Overview 

As our Student Admissions Officer, you will be the first point of contact for prospective students 
exploring study at Ridley. You will guide enquirers through the application process, support students 
as they commence their studies, and play an important role in helping students experience a 
welcoming and seamless transition into college life. 

This role also oversees compliance requirements relating to international students and serves as 
Ridley’s Overseas Student Liaison Officer. 

Accountability 

Reporting to the Registrar. 

Key Working Relationships 

Registry Team, Academic Counsellor, Marketing Manager, Faculty, Applicants, Students. 
 

Key Responsibilities 
 
As Admissions and Recruitment Officer  

• Maintain a professional, enthusiastic and friendly relationship with those who enquire and 

apply, while also working closely and cultivating working rapport with Ridley staff and 

faculty, 

• Proactively follow up leads and enquiries to assist prospective students in their awareness, 

engagement, decision making and the completion of their application, 

• Represent Ridley at events/exhibits as agreed by all parties,  

• Handle phone, walk-in and email enquiries; provide information and advice in relation to the 

application processes, course pathways and unit selection, fee enquiries, enrolment status, 

student visas (where required) and scholarships,  
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• Processing online applications and admission of students; requesting references, 

checking/uploading supporting documents, arranging faculty interviews, finalising 

applications and sending out acceptances and enrolment forms,  

• Assist with the management of Recognition of Prior Learning (RPL) applications and 

outcomes, 

• Follow-up accepted applicants for outstanding requirements including: enrolment forms, 

documentation, Fee Help applications etc, 

• Assist Registry staff with start of semester processes, 

• Ensure that Ridley is compliant with ACT and government requirements for overseas 

students and act as the Overseas Student Liaison Officer, 

• Follow-up and monitor new students to ensure that they have completed Ridley induction 

processes and are actively engaging with their studies during their first semester, 

• Administer Ridley Open Days; update webpages, publicity, manage RSVPs, event 

management, 

• Work with Registry staff and the Academic Counsellor to follow up lapsed students (ie. those 

who have completed units but not an entire course and who aren’t on study leave), 

• Provide accurate statistics to management as required, 

• Update relevant pages on Ridley’s website, 

• Participate in External Engagement Strategy Group, and Combined Strategy Group 

meetings. 

• Assist in facilitating faculty involvement with partner churches, supporting recruitment 

efforts and maintaining consistency in messaging, 

• Work with the Registrar to proactively engage with alumni to promote a life-long learning 

cycle, and alert them to further learning opportunities, 

• Work collaboratively with the Marketing Manager to support seamless and targeted 

marketing campaigns at partner churches and future partner churches, 

• Serve as first point of contact for churches seeking resources from Ridley. 
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Key Attributes and Selection Criteria 
 

Character and Commitments  
• Shaped by a strong Christian understanding and ethos  

• Commitment to student wellbeing and promoting positive learning outcomes 

• Strong alignment with the vision and values of Ridley. 

Capabilities 
• Demonstrated high level communication skills; written and oral. 

• Demonstrated customer service and interpersonal skills and ability to handle confidential 

matters with diplomacy, discretion and tact. 

• The ability to work independently as well as in a team environment, manage heavy workloads, 

maintain accuracy and meet deadlines, ability to work under pressure and be able to adapt to 

changing work practices. 

Knowledge and Experience 
• Demonstrated ability to work in an office environment and handle administrative tasks 

accurately and promptly. 

• Demonstrated experience with data entry, office computer applications including word 

processing, spreadsheets, databases, email and the web. 

• Experience in Higher Education Administration preferred, but not essential. 

Qualifications 
• A relevant qualification at a minimum of post-secondary level is preferred, but not essential. 

The applicant should be able to demonstrate their capabilities as outlined above. 

 
 
 
Applications 
 
Applications and enquiries should be directed to: 
 
Emma Sugars 
Executive Assistant to the Principal and CFO 
Email: joinourteam@ridley.edu.au 
Applications close 5pm Monday, 27 July 2026. 
 


