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• Full-time, Continuing position
• Based in either Sydney or Fremantle
• Be part of a welcoming community of professionals, academics and students

About the Role 
This role is responsible for planning and managing the University’s admission and recruitment 
operations related to  domestic students. Supporting the Associate Provost with insights, 
reports and policy documents to facilitate the development and implementation of the 
Admissions Strategy, making a significant contribution to the enrolment planning 
process for the University. 

The successful applicant will be required to: 
• Develop, implement and oversee admissions procedures and interventions to support and

achieve the University’s Objects and Strategic Plan
• Provide strategic policy advice to the Executive on recruitment and admissions policy,

national admission trends and future directions, and proactively identify insights and issues
for mitigation

• Plan, develop and review critical admissions functions, set performance targets, objectives
and priorities for the Admissions Office

• Lead engagement with Tertiary Admission Centres regarding admission operations and
participate in internal committees linked to admissions activities as part of the enrolment
pipeline

• Prepare and effectively manage the Admissions Office’s budget, including any associated
reporting

About You 
• Significant experience at a senior level in a similar role within the University sector and a

solid understanding of the current issues and trends within admissions within higher
education and the related challenges facing universities

• Demonstrated ability to lead a team to support and achieve the University’s Objects and
Strategic Plan, as well as organise, consult and delegate as necessary

• Excellent analytical skills including the ability to develop creative and innovative
approaches to solving complex problems

• Exposure or experience in related aspects of student recruitment cycles
• Comprehensive experience with detailed processes, data management and with data

management systems to guide and provide strategic advice

Enquiries about the role 
For further information about the role, please contact Naomi Metzl, Project Officer on 
naomi.metzl@nd.edu.au 

How to apply 
Please submit a copy of your CV, Cover Letter and a separate document addressing the 
Selection Criteria to jobs@nd.edu.au by Monday, 3 May 2021 

Applicants are expected to address all selection criteria in a separate document and 
have current and valid work rights in Australia.  

Aboriginal and Torres Strait Islander people are encouraged to apply. 
The University of Notre Dame Australia seeks to increase the diversity of our workforce to 
better meet the different needs of the University and its stakeholders and to improve equal 
opportunity outcomes for our staff.  

mailto:naomi.metzl@nd.edu.au
mailto:jobs@nd.edu.au
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Position Title National Director, Admissions 

Department Admissions Office 

Supervisor Associate Provost 

Location National Level HEW Level 10 

Position number  Date reviewed February 2021 

 
ABOUT THE UNIVERSITY 
Since its inception in 1989, Notre Dame has become a leader in higher education and now 
has over 12,000 students enrolled across its three main campuses in Broome, Fremantle, and 
Sydney.  Notre Dame is an Australian University which embraces both the modern Australian 
university tradition and the ancient and esteemed traditions of Catholic universities both in 
Europe and North America.  
 
The University is especially noteworthy for its role as a leader in the great traditional 
professional disciplines of Health and Education, long associated with the mission of the 
Church in Australia. Through its Broome Campus, the University has also assumed a special 
role in the education of, and service to, the Aboriginal people of North Western Australia. 
 
ABOUT THE ADMISSIONS OFFICE 
The Admissions Office is primarily responsible for assessing and processing applications to 
the University.   
 
POSITION PURPOSE 
The National Director, Admissions reports to the Associate Provost.  The position is 
accountable for planning and managing the University’s admission and recruitment operations 
related to domestic students. Allied work includes oversight of processes, procedures and 
policies related to admissions and the provision of advice `based on analytics to the university 
Executive on admissions and related student recruitment initatives.  
The National Director, Admissions will have critical input into the development of the 
university’s enrolment planning.  
 
KEY RESPONSIBILITIES  
1. Supporting the Associate Provost with insights, reports, and policy documents to facilitate 

the development and implementation of the Admissions Strategy for the university; 
2. Developing and implementing admissions procedures and interventions to support and 

achieve the University’s Objects and Strategic Plan, including engagement with relevant 
TACs; 

3. Liaising with relevant University offices and departments, including Faculties, to ensure 
effective and responsive admissions operations and initiatives that align with Enrolment 
Planning; 

4. Provide strategic policy advice to the Executive on recruitment, admissions policy, 
admission trends and future directions, and proactively identify insights and issues for 
mitigation;  

5. Plan, develop and review critical admissions functions and in consultation with staff, set 
performance targets, goals, objectives and priorities for the Admissions Office; 

POSITION DESCRIPTION 
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6. Be accountable for drafting and reviewing policies and procedures to meet best practice 
and ensure the effective use of the University’s resources; 

7. Prepare and effectively manage the Admission Office’s budget, including the provision of 
any associated reporting; 

8. Work closely with functions involved in student recruitment to ensure consistent and 
accurate program, marketing and recruitment information all contribute to the university’s 
enrolment success; including contributing to student centric events such as Orientation 
events; 

9. Liaising and working with the Head of School of Medicine and Executive staff on medical 
student admission, selection and processes; 

10. Contributing effectively to, and (as required) participating in, working groups, committees 
and other University bodies; and 

11. Undertake any other matters as delegated by the Associate Provost and Provost. 

ORGANISATIONAL CHART 

 
SELECTION CRITERIA 

• Supportive of the Objects of The University of Notre Dame Australia as a Catholic 
University 

• Significant experience at a senior level in a similar role in the University sector and an 
excellent understanding of the current issues and trends within education and challenges 
facing universities 

• Relevant Tertiary qualifications 
• Excellent management skills to lead a team to support and achieve the University’s 

Objects and Strategic Plan 
• Excellent analytical skills and able to develop creative and innovative approaches to 

complex problems and provide solutions 
• Comprehensive experience with complex processes, data management and with data 

management systems, to guide and provide strategic advice 
• Demonstrated experience in planning, developing and reviewing critical functions to set 

performance targets, goals, objectives and priorities 
• High level communication and presentation skills that is clear and effective, with the ability 

to persuade and negotiate 
• Demonstrated ability to lead, organise, consult and delegate as necessary including the 

ability to take a national approach, but align jurisdicational needs that may differ 
• Excellent time management and organisational skills with a demonstrated ability to 

respond to changing priorities, meet deadlines and manage multiple tasks 

Associate 
Provost

National 
Director, 

Admissions

National 
Manager, 

Admissions

https://www.notredame.edu.au/about/objects

