
 

  

 



• Support the processes related to admissions to ensure a fully functional service is offered 

to applicants throughout Clearing. 

• Respond to queries about the university and provide clear and concise information, over 

the phone and online. 

• Input key applicant information into the relevant Admissions systems and issuing Clearing 

offers to applicants where appropriate and requesting additional information as required.  

• Provide exceptional customer service to prospective students throughout the applicant 

journey. 

• Undertake outbound calls to liaise with applicants regarding their next steps.  

• Discuss change of course or circumstances requests with applicants, informing them of 

their options and appropriate timeframes.  

• Signpost future students to various teams across the university, including 

Accommodation, the pre-CAS team, Student Union, etc.  

• All admissions activity must be taken in accordance with UCAS policies, GDPR legislation, UKVI duties, 

CMA guidelines and the university processes and policies.  

 

• Process decisions on applications in the KentVision (SITS) Clearing system, in line with agreed 

protocols
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