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1. Introduction 

This report has been prepared by Incomes Data Research (IDR) and, as requested, it provides 

market salary data for the following role(s):  

• Visa Services and Compliance Officer 

 

2. Market salary data 

This section presents the market salary data. We aim to provide a minimum of three sources 

of information for each job to enable ‘triangulation’ of the results, and thereby provide the 

widest possible assessment of the market for this role.  

 

2.1. Market data 

The tables in the following sections provide the aggregate market salary for a full-time Visa 

Services and Compliance Officer.  

 

2.1.1. IDR data 

The following table contain data from IDR Pay Benchmarker, our online database of salary 

information. This data has been collected by IDR directly from employers through surveys and 

bespoke data collection for the IDR Pay Benchmarker service. 1 The tables show salary data 

for Executive Officers and Higher Executive Officers in the Civil Service, which are the grades 

where similar roles relating to passport applications and immigration are employed.  

 

Civil Service Executive Officer, job level 51 

Region Salary  

count 

Lower 

quartile 

Median Upper 

quartile 

Average 

National 13 £25,436 £25,774 £29,138 £25,705 

Wales 3 - - - £25,661 

Source: IDR Pay Benchmarker. 

 
1 Refers to the IDR Job Level. These typically cover the following types of roles: 1 and 2, admin, 

support and manual roles; 3 and 4, secretarial and craft roles; 5 and 6, vocational and supervisory; 7 

and 8, professional and managerial; 9, senior management; 10a and 10b, directors; 11, senior 

directors/chief executives. 



 
 

 

 

Civil Service Higher Executive Officer, job level 6 

Region Salary 

count 

Lower 

quartile 

Median Upper 

quartile 

Average 

National 18 £30,452 £31,349 £33,972 £32,004 

Wales 2 - - - £32,660 

Source: IDR Pay Benchmarker. 

 

 

 

 

 

  



 
 

 

3. Job advertisements 

This section details current comparable vacancies from our database of advertised positions. 

 

3.1. Data and summary 

 

Job advertisements 

Organisation Job title Min Max 

University of East London International Student 

Support Officer 

£30,865 - 

University of Reading Student Recruitment and 

Access Officer 

£30,942 £40,332 

University of Wales Trinity St 

David 

Senior International 

Admissions and 

Immigration Services 

Officer 

£27,116 £30,497 

    

 

3.2. Job advertisements 

The following pages present the job advertisements for the above vacancies.  



 
 

JOB DESCRIPTION 
  
Job Title:    International Student Support Officer  
Grade:    D 
School/Service:   Governance and Legal Services 
Campus:    Docklands, Stratford, University Square Stratford 
Responsible to:   Head of Student Immigration and Compliance 
Liaison with:  Applicants, students, recent graduates, staff and UK and 

Overseas Agents, relevant external organisations 
  
 

Never Not Moving Forward 
Build your career, follow your passion, be inspired by our environment of success.  

#BeTheChange 
 
The University of East London is one of the most diverse and vibrant universities in the 
global capital. Our pioneering and forward-thinking vision is making a positive and significant 
impact to the communities we serve, inspiring both our staff and students to reach their full 
potential.   
 
Born in 1898 to serve the skills needs of the 2nd industrial revolution, the University of East 
London has commenced Year 3 of its transformational 10-year Vision 2028 strategic plan led 
by our Vice-Chancellor & President, Professor Amanda Broderick, to advance Industry 4.0 
careers-1st education. We have a clear route-map to provide a springboard for the jobs and 
opportunities of the future; drive diversity in the 4.0 talent pipeline - working in partnership to 
promote talent wherever it is found; and to create an inclusive and sustainable, green future.  
 
We are looking for forward-thinking, innovative, curious, high-energy, self-aware people who 
are passionate about making a positive difference and who will thrive in an inclusive and 
diverse University community who are never not moving forwards.   
 
As one of the most socially inclusive and international Universities and comprising one of the 
most diverse staff populations in the UK (50% of our professoriate identify from black or 
minority ethnic backgrounds), we are hugely proud of our track record in reducing 
inequalities (ranked 1st in the UK & 2nd globally, Times Higher Education Global Impact 
Rankings, 2020) and our commitment to equality, diversity and inclusion is at the heart of 
Vision 2028.   
 
We are building an environment of success where colleagues are supported to achieve, and 
our community can flourish and thrive. We are an accredited Investors in People Award 



Institution and have achieved the Investors in People Health and Wellbeing Award. With 
Athena Swan Awards and being one of a small number of Universities to have achieved the 
Race Equality Charter Award, we continue on our journey to address and reduce barriers to 
opportunity.  
 
So, if you are looking to build your career in a dynamic, inclusive and performance-focused 
team and are inspired by our environment and drive for success, we want you to apply to 
join the University of East London. We are looking for inspirational individuals who have a 
passion to make a positive difference to people and planet, creating a more sustainable 
future for everyone.   
 
 
JOB PURPOSE: 
 

• To deliver a customer focused, effective and timely institutional response in relation 
to our sponsor duties under Student Visa Route of the Points Based System 

 
• The role will provide front line support to prospective and current students to ensure 

they have the most up to date, accurate information related to student visas 
 

• To work within sector best practice and the new International Compliance Network 
and adhere to the UKCISA Code of Ethics 

 
• To support the line-manager to develop and implement initiatives and processes to 

enhance the service provided to International students and applicants 
 

• The focus of the role is primarily in relation to the Student Visa Route but also 
includes wider sponsorship duties placed by UK Visas and Immigration (UKVI) for 
other visa routes, such as visitors visa, graduate route, dependents visa etc 

 
 
MAIN DUTIES AND RESPONSIBILITIES: 
 
The following constitutes the major activities of this role but is not a comprehensive list of the 
duties required. All members of staff are expected to work as part of the University. The 
duties may vary from time to time, reflecting UEL’s priorities, and changes in immigration 
policy, but do not change the general character of the role or the level of responsibility 
required. 
 

• To support the work of the International Student Advice team by assisting to 
providing, guidance to ensure high service standards and to provide appropriate 
relevant information and advice on a range of international student issues 

 
• To maintain systems and processes which comply with our sponsor duties and 

obligations under the Student Visa Route 
• To manage and support the Pre-CAS processes, by checking TB tests and 

maintenance documents meet UKVI requirements in a timely manner and offer 



guidance to agents, students and applicants 
 

• To offer support and guidance to incoming students on the visa process  
 

• To contact UK Visas and Immigration (UKVI) or updates and immigration checks and 
Immigration history checks  

 
• To support line-manager to prepare documents required for a UKVI audit, or other 

external audit and assist with the audit 
 

• Track and monitor students visa applications and visa decisions 
 

• To coordinate workshops for the international student Advisers to lead on, which 
would involve setting up the presentations, promoting the sessions and supporting 
the events 

 
• Manage the International Student Advice mailbox to ensure cases allocated to 

advisers as appropriate and flag any urgent cases 
 

• Coordinate the International Student Advice drop in sessions. To be front line support 
and answer informational questions for International students and book students for 
appointments with the advisers who need more complex immigration and visa advice 

 
• To provide face to face, over the phone and email support for international students 

 
• Escalate complex casework queries to the adviser and manager as necessary  

 
• Email International student newsletters and key immigration updates to international 

students drafted by the advisers  
 

• Any additional task as and when needed to support the International student Advice 
service 

 
 
  



PERSON SPECIFICATION 
 
 
EDUCATION QUALIFICATIONS AND ACHIEVEMENTS:  
Essential criteria; 

• A levels or equivalent (A/C) 
 
 
KNOWLEDGE AND EXPERIENCE: 
Essential criteria; 

• Knowledge and experience of international student administration (A/I) 
 

• Understanding and experience of the Student Visa Route (A/I) 
 
 
Desirable criteria; 

• Experience of using SITS (A/I) 
 

• Experience of working in a UK Higher Education Institution (A/I) 
 
 
PLANNING AND ORGANISING RESOURCES: 
Essential criteria; 

• Experience of managing conflicting priorities and organising own work to deliver 
targets and effectively meet deadlines within a high-volume environment (A/I) 

 
• Excellent attention to detail and customer service skills (A/I) 

 
 
TEAMWORK AND MOTIVATION: 
Essential criteria; 

• Experience of working as a team with a flexible approach to delivering 
team/institutional objectives (A/I) 

 
 
COMMUNICATION: 
Essential criteria; 

• Ability to communicate verbally and in written format complex information to a 
diverse group of students and staff, e.g. procedures relating to the Student Visa 
Route compliance requirements (A/I) 

 
Desirable criteria; 

• An understanding of equality issues within a diverse environment (A/I) 
 



 
SERVICE DELIVERY 
Essential criteria; 

• Excellent attention to detail and the ability to maintain work of high quality (A/I) 
 
 
Desirable criteria; 

• Experience of identifying and proposing solutions to new issues (A/I) 
 

• Experience of exploring and seeking ways to improve and adjust levels and quality 
of service (A/I) 

 
 
OTHER DESIRABLE CRITERIA: 

• Willingness to work flexibly and additional hours during peak periods to meet 
business goals (A/I) 

 
• Willingness to travel between University sites as required (A) 

 
 
 
 
Criteria tested by Key:  
A = Application form 
C = Certification  
I = Interview 
T = Test 
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JOB DESCRIPTION 
  

Vacancy reference: SRF36804 

Post Title: Student Recruitment and Access Officer  

Grade: Grade 6  

School/Department: 
Global Recruitment UK and Outreach (within Global Recruitment and 

Admissions) 

Reports to: Student Recruitment and Access Manager  

Responsible for: Some supervision of Student Ambassadors  

Purpose 
 
The Global Recruitment team (within Global Recruitment and Admissions) is responsible for the 
recruitment of undergraduates and postgraduates and for widening participation.   

In this role you will have two main strands of activity: As part our wider programme of information Advice 
and Guidance for schools, you will be responsible for the delivery of strategic, regionally based outreach, 
recruitment and conversion (post application) activity within the South East area, specifically identifying, 
targeting and working with prospective students and applicants from under-represented groups.   

Secondly – you will lead on project-based activity to support transition and attainment aimed at Year 13 
students. These projects include: developing and managing our online transition and study skills 
resources, and supporting our intensive WP programme ‘Reading Scholars’ as the lead for our Scholars’ 
Extension programme.  

The role involves working independently, strategically and proactively; managing projects and resource; 
and organising designing and delivering activities and events. You will also be personally representing the 
University to potential students, their parents and teachers; and building and maintaining strong 
networks of internal and external stakeholders, particularly with schools and colleges.  

Main duties and responsibilities 

 

1. To lead on the design and delivery of a strategic programme of Information, Advice and Guidance 

activity to schools and colleges in your region in order to increase applications and acceptances. 

This will involve: 

• Using a range of data to understand the current recruitment profile and ‘feeder’ schools 

in your region and identifying opportunities for growth, with a particular focus on 

encouraging applications from under-represented groups in your area. 

• Identifying priority target schools and colleges as above 

• Proactively communicating with these schools to identify key contacts and stakeholders, 

and maintaining working relationships with these individuals. 

• Personally organising and delivering the IAG sessions. 

• Working closely (with Global Recruitment Team colleagues) to identify and advise how 

subject based School or Department recruitment activity might be targeted in your 

region. 

• Taking a shared role in developing new virtual activity to engage pupils, parents and 

teachers in your region. 

Human Resources 
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• Evaluating and reporting on activity, including impact on application figures and return on 

investment.  

 

2. To represent the University of Reading at key recruitment and outreach events in the area, 

including UCAS fairs, HE fairs and careers events or at digital alternatives as appropriate.  

 

3. To organise and deliver events to support prospective students and applicants from the area 

(particularly those from under-represented groups), based on identified needs, with a particular 

focus on developing activity to supporting conversion from under-represented groups in this 

area.  

 
4. To lead on the design and implementation of digital resources with regard to transition and 

attainment-raising to support access to University pre and post-application including: 

• Ongoing development and delivery of our online OOC (Open Online Courses) ‘Live 

Smart’  

• Ongoing management and development of our AccessEd suite of resources to support 

attainment and study skills.  

• Identifying and developing any further materials to support applicant conversion from 

under-represented groups. 
 
 

5. To develop and manage our Scholars Extension programme ( a summer extension of our existing 

intensive Widening Participation scholars activity) to include 

• Project management ( promotion, coordination, recuitment and training of acadmic 
mentors / PhD tutors) 

• Session organsiation / delivery 

• Coordinating with colleagues delivering the main Scholars Programme 
 

 
6. To support delivery of the following programme of UK recruitment and outreach activities, 

representing the university to young people and their parents and teachers,  

• UCAS exhibitions and other third party fairs  

• Open Days  

 

7. To consistently use systems to record, report on and evaluate activity, most importantly the 

CRM system, and the HEAT database. 

 

8. To act as a persuasive ambassador for the University of Reading, inspiring trust and confidence at 

all levels. 

 

9. To undertake other duties as required by the line manager. 

 

Supervision received 

Line managed by the Student Recruitment and Access Manager.  

Supervision given 

Supervision and informal line management of student ambassadors..  
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Contact 

There will be contact with a wide range of people, both internal and external, including teachers and 

prospective students. 

Terms and conditions 

Evening and weekend work will sometimes be required, along with travel across the South East.  

This document outlines the duties required for the time being of the post to indicate the level of 

responsibility.  It is not a comprehensive or exhaustive list and the line manager may vary duties from time 

to time which do not change the general character of the job or the level of responsibility entailed. 

 

Date assessed:  August 2021  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Person Specification 
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Job Title  School/Department 

Student Recruitment and Access Officer  Global Recruitment (UK and 

Outreach) 

Criteria Essential Desirable 

Skills Required 
 

• Excellent organisational skills  

• Outstanding interpersonal skills, 

including the ability to work with a 

wide range of people and to inspire 

trust and confidence 

• Ability to work independently 

• Strong presentation skills 

• Strong IT skills, with excellent and 

proven working knowledge of 

Microsoft Office packages, 

especially TEAMS, Word, 

PowerPoint and Excel 

• Proven ability to work with 

technical systems  

 

 

 
 

Attainment • A first degree or equivalent 

• Driving license  

 

Knowledge 

 
 

• In-depth knowledge of the UK 

higher education sector and the 

student recruitment cycle, 

including post- application 

timelines 

• Demonstrable understanding and 

knowledge of UK secondary and 

tertiary education sector 

• Understanding of the widening 

participation agenda in an HE 

setting 

• Regional knowledge of schools 

and colleges in the identified area 

Relevant Experience 

 
 

• Experience of working within a 

student recruitment or outreach 

role or similar 

• Experience presenting to school 

and / or college audiences or 

similar 

• Experience working with external 

stakeholders and developing 

relationships 

• Experience of event organisation 

• Experience meeting strategic 

objectives 

• Experience of managing and 

delivering projects 

• Experience of working within a 

large and complex organisation  

• Experience delivering online 

sessions e.g. webinars 

• Experience of developing digital 

resources 

Disposition 
 

• Highly motivated and proactive 

with a ‘can-do’ attitude and a high 

level of initiative and energy  
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Completed by:  R South Date Reviewed: August 2021 

 

• Persuasive and inspiring, able to 

‘sell’ the benefits of a University of 

Reading education externally and 

to lead change internally  

• Ability to work independently and 

work to objectives with minimal 

supervision  

• Ability to build a wide range of 

strong working relationships  

• Adaptable and flexible to work 

evenings and weekends where 

necessary and to undertake travel 

within the UK 

  
 



Job Ref 
50267 
Location 
Swansea 
Salary 
£27,116 - £30,497 per annum 
Senior International Admissions and Immigration Services Officer X2 
Swansea Campus (Hybrid working with travel to other locations as necessary) 
£27,116 - £30,497 per annum 
 
- ABOUT US - 
 
The University of Wales Trinity Saint David (UWTSD) is an employment-focused university, 
dedicated to ensuring students from diverse backgrounds develop the academic knowledge 
and practical skills to thrive. 
 
We offer innovative teaching, state-of-the-art equipment and superb support across a wide 
range of learning locations and courses. 
 
Recognised for our friendliness, UWTSD ranked 1st in the UK for Courses and Lecturers in 
the Whatuni Student Choice Awards 2020. 
 
We are now looking for a Senior International Admissions and Immigration Services Officer 
to join the Wales Global Academy based at our Swansea campus on a full-time, permanent 
basis. 
 
- THE ROLE - 
 
As a Senior International Admissions and Immigration Services Officer, you will manage a 
caseload of international students who have applied for a university place. 
 
Specifically, you will manage all cases from an admission and immigration perspective, 
incorporating the admission, enrolment, visa and record management of international 
students. 
 
Developing in-depth knowledge of our international admissions policies and UKVI student 
route requirements, you will handle admissions and immigration matters and checks 
throughout the student journey. 
 
Additionally, you will offer Visa advice to all International Students and ensure we remain 
compliant with Home Office immigration laws and statutory requirements. 



 
- ABOUT YOU - 
 
To be considered as a Senior International Admissions and Immigration Services Officer, 
you will need: 
 
 

• Experience of dealing with international applicants 
• Knowledge of HE International admissions procedures 
• Previous experience in providing high-quality administrative support 
• Knowledge of relevant immigration regulations 
• Excellent customer service skills in a high paced, high application volume 

environment 
• Previous experience of customer care 
• Previous experience of accurate data entry 
• Experience in using MS Office and IT systems 

 
- BENEFITS - 
 
 

• Annual leave entitlement is 28 days’ annual leave per year, plus 8 bank holidays 
and 4 University closure days 

 
Our employees get access to a great pay and benefits package in recognition of their 
valued contribution including: 
 

• Good pay and conditions; as an accredited living wage employer, we offer 
competitive pay 

• Pension scheme membership from USS to provide benefits for you and your family 
• Family-friendly policies that provide for flexible working, including additional paid 

maternity and paternity leave 
• Career and development opportunities, including support to gain further qualifications 
• Support for mental health and wellbeing, including occupational health and 

counselling support services 
• Staff discounts on a range of products and services 
• Travel schemes, including the cycle to work scheme 



 
Other organisations may call this role International Admissions Officer, Immigration Officer, 
International Student Support Officer, International Partnerships Officer, Senior Admissions 
Officer, International Engagement Officer, or International Officer. 
 
So, if you’re seeking your next challenge as a Senior International Admissions and 
Immigration Services Officer, please apply via the button shown. 
 
Please note, this application process does not include the option to submit a CV. Therefore, 
your application will be assessed based on your answers to the application questions only 
and, in particular, your Supporting Statement. 
 
Closing date: 29th October 2021, 11:59pm 
Function 
Administration 
Status 
Full Time 
Type 
Permanent 
Hours 
37 

University of Wales Trinity Saint David 
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