NOW HIRING

Build your career with us.

ENROLMENT OFFICER Hass

Registration Department j -

Vacancy Type: Full-time
Remuneration: MVR 5,000 per month
Service Allowance: MVR 4,000 per month

Working Hours : 09:00 - 17:00

Qualification: O’Level (essential)
A'level will be considered an added advantage.

Benefits: Health Insurance, Attendance Bonus and Overtime as per policy
Interested candidates may fill the Google Application Form

Link: https://forms.gle/GnTB7iZqR7KBRCNCA scan -->
before 1300hrs of 21 December 2024

Google Application Link and Position Description will also be available from VC website :
https://www.villacollege.edu.mv/careers

For more information: ~ (© 330 3200



Villa College QI Campus, Rah Dhebai Hingun, 852 },:
Male’, Maldives 2535 45 By 355 3,
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Enrolment Officer
Full-time

Registration Department
Ql Campus

10 December 2024

21 December 2024

To provide necessary secretarial and administrative support in administering the functions related to
admission and enrolment

Reports to: Manager, Admissions - Registrations

MVR 5,000
MVR4,000

MVR 9,000

8 hours per day (Sunday to Thursday, Saturdays if
necessary)

1. Processing of applications for admission
e Checking applications for admissions and entering application data to SMS
e Check for eligibility of the applicant information and ensure all documents are
submitted
e Contact and follow up with applicants with pending documents

2. lIssuance of Offer Letters
e Update list of students who were issued offer letters
e Inform students to collect offer letters
¢ Maintain conditional offer lists and follow up regarding the conditions during the
add/drop period
3. Registration and enrolment of students



e Maintain enrolment data every semester in accordance with the relevant policies
and procedures of the college
e Inform students to complete enrolment every semester

4. Preparation of Registered list required by partner institutions
e Prepare the Registered List, Consolidated Lists and Billing Lists in accordance with
the requirements of the partner university

5. Update student records
e Prepare student files and maintain student records
e Update student records in the SMS in accordance with the enrolment variation timeline



Education and Experience:

Essential

- O Level 3 pass or Certificate level 4

- Experience in a related field would be an added advantage
Desired

- Alevel / Diploma

Skills and Competencies
- Proficient knowledge and Skills in use of Microsoft Excel
- Proficient knowledge and skills in use of Microsoft Word
- Effective communication skills

Character requirements / general attributes
- Ability to work under pressure
- Ability to pay attention to details
- Ability to work in a team
- Ability to work long hours if required




