
UNIVERSITY COLLEGE DUBLIN 
Africa Recruitment Officer 
 
To represent University College Dublin (UCD) in Africa, reporting to the UCD Middle East and 
Africa Regional Manager in the UAE. 
 
This post provides an accessible first point of contact for UCD in Africa for high schools, 
partner institutions, agents, students and parents and the successful post holder will be 
required to engage in a range of activities that will contribute to the growth and development 
of full-degree student recruitment in Africa. 
 
The purpose of this role is to support UCD in a range of activities that will contribute to the 
success of UCD’s Global Engagement Strategy through the UCD Middle East and Africa Global 
Centre. The UCD Middle East and Africa Global Centre (based in Dubai, UAE) supports UCD’s 
ambitions in growing the university’s global reputation, research links, mobilities, 
partnerships, recruitment and alumni relations, and in the short term prioritises increasing 
registrations from students across the MEA region. 
 
The University 
The mission of the University is to advance knowledge, pursue truth and foster learning, in an 
atmosphere of discovery, creativity, innovation and excellence, drawing out the best in each 
individual, and contributing to the social, cultural and economic life of Ireland in the wider 
world. With over 160 years of tradition, University College Dublin’s reputation and success 
has secured its place in the top 1% of universities in the world. There are over 30,000 students 
including over 8,000 international students from more than 140 countries. The university is 
situated on a large modern campus about 4km to the south of the centre of Dublin. Further 
information on the University is available via the internet at www.ucd.ie 
 
The Unit 
UCD Global steers and guides the global strategies of the university, providing expert 
leadership in partnerships and engagement, international student recruitment and support, 
inbound and outbound mobility, and the international elements of the student experience. 
Leveraging relationships with external stakeholders, UCD Global works at the interface of the 
university and the international community. It supports university leaders to shape policy, 
works with Colleges/Schools and other support units to ensure delivery, and liaises with 
students and staff to measure success and impact. 
 
With its principal office in Dublin, UCD Global also directs and manages the university’s 
network of Global Centres, which serve as hubs of UCD activity in North America, China, South 
Asia, Asia- Pacific and the Middle East. 
 
Equality, Diversity and Inclusion 
UCD is committed to creating an inclusive environment where diversity is celebrated, and 
everyone is afforded equality of opportunity. To that end the university adheres to a range of 
equality, diversity and inclusion policies. We encourage applicants to consult those policies 
here https://www.ucd.ie/equality/ . We welcome applications from everyone, including 



those who identify with any of the protected characteristics that are set out in our Equality, 
Diversity and Inclusion policy. 
 
Principal Duties and Responsibilities 

• To deal with enquiries (in person, telephone, email, social) from applicants, 
recruitment agents and sponsors in a timely and efficient manner, referring queries to 
the UCD MEA Regional Manager and other stakeholders as necessary 

• Ensuring, at all times, the delivery of a highly flexible, responsive and effective 
customer service to prospective students and their influencers; university partners 
and other key audiences (agents, high schools, sponsors etc.) 

• To develop and maintain a comprehensive and up-to-date knowledge of the eligibility, 
and entry requirements of perspective students, as well as, the appropriate 
application procedures and technical skills in relation to UCD admission systems 

• To assist in the efficient processing of applications 
• To undertake marketing activities such as the collection of student testimonials and 

website updates as well as engaging in social media promotion as relevant throughout 
the recruitment cycle 

• To represent UCD at a variety of international recruitment engagements and meetings 
(e.g. exhibitions, university visits, high school visits) 

• To assist in the coordination of logistics and travel for UCD staff travelling to the region 
(as part of agent engagements, high schools and partner institutions visits, alumni 
events etc.) 

• To liaise with in-country alumni for the benefit of recruitment and marketing and 
assist at alumni events where appropriate 

• To support the compilation of high quality reports and records of activity, 
opportunities and achievements of the university in the region as well as contributing 
to the gathering and dissemination of high quality market intelligence 

• To contribute to the maintenance of accurate record keeping through university 
systems (CRM, ROWAN) 

• To provide general administrative support to the MEA Regional Team. 
 
As the activity areas evolve, flexibility in relation to the work of the post holder may be 
necessary. Accordingly, the list of responsibilities specified is not intended to be either 
exclusive or restrictive.  
 
The nature of the duties of this position will require a willingness to engage in extensive travel 
throughout the region and occasionally participate in, and supervise activities outside regular 
working hours. 
 
Selection Criteria 
Selection criteria outline the qualifications, skills, knowledge and/or experience that the 
successful candidate would need to demonstrate for successful discharge of the 
responsibilities of the post. Applications will be assessed on the basis of how well candidates 
satisfy these criteria. 
 
Mandatory 

• Fluency in English 



• A university degree and a minimum of two years’ relevant work experience in a higher 
educational environment, or an equivalent combination of relevant experience and 
education/training 

• Demonstrated relationship management experience with a focus on customer service 
• Ability to develop and administer effective and efficient operational procedures and 

to contribute to the development of policy 
• Shows initiative with ability to work independently and without direct supervision 
• Excellent organizational and administrative skills 
• Excellent interpersonal and communications skills, including an ability to interact with 

people from diverse cultural backgrounds 
• Flexibility regarding working hours and a willingness to travel extensively 
• A good standard of numeracy, effective IT skills and attention to detail 
• Discretion, tact and diplomacy 

Desirable 
• Postgraduate qualification 
• Previous experience of study overseas 
• Experience of engaging with international high schools or universities 
• Experience in student recruitment or alumni relations area in Africa 
• Experience of marketing within higher education 
• Familiarity with Ireland and willingness to gain knowledge of UCD programmes, 

processes and curriculum 
 
Length of Engagement 
3 years (subject to review on basis of performance) 
 
Contract Remuneration 
Competitive. Commensurate with successful candidate’s experience, profile and how well 
they satisfy criteria detailed above. Remuneration is subject to periodic performance review. 


