Direct approach to MMU
International Officers and/or other
MMU staff by Education Advisors

Education Advisor Recruitment Process

Direct approach by email,

v

File opened and due diligence Education Adviser questionnaire sent
to potential adviser

v

Initial contact : in country during visit
or at recruitment exhibition,

AL

Ask for company profile to

International Officers and/or other
MMU staff recommendation

Obtain references (MMUI)
Issue the new contract which includes reference to a 12 month
probationary period
Inform Recruitment and Admissions (for input onto to QLS)
Inform Strategic Planning and Management Systems (PMI)for input on
Management Systems
Add to website
Send marketing materials

forward to 10s for fit to
International strategy and market
needs

\’

International Officers and/or
other MMU staff

P

Advisers complete due diligence
questionnaire and return to MMU
International with names of referees

MMU China Office
recommends education
advisers to MMUI ,
completes due
diligence and monitors
performance on behalf
of MMUL.

V

ANNUAL
REVIEW

MMU International Education Adviser Annual review of overall
performance including - in country support,
Enquiries, applications, conversions, counselling, no-shows, any student
feedback, Recruitment and Admissions recommendations

Education Advisers Process Charts 2014

MMU India Office
recommends education
advisers to MMUI ,
completes due diligence
and monitors performance.
On behalf of MMUI



Education
Advisors

| Receipt of signed copy of contract to MMU International, final signed
copy on file

)

Receive and market MMU

<>

Education Advisor Recruitment Process

Contract Process

\

Email .pdf file of contract and Anti-Fraud and Corruption Policy Statement
(contract contains link to MMU’s Bribery Act Compliance Statement) to
Education Advisor, keep copy on file (electronic and paper) in MMU
International
Record on Management System

Send Certificate of Representation for display in each branch office of
Education Adviser
Establish marketing requirements and send out promotional materials
regularly
Send marketing information to Education Advisors

\’

Reports will impact on MMU International Education Adviser Annual review
of overall performance including - in country support,
Enquiries, applications, conversions, counselling, no-shows, any student
MWMW mmm@dms. MMUI staff -

MMU - R&A International
Admissions Team

Enter education adviser name
on QLS when inputting application
information

MMUI staff visit Education Advisers
offices in country for open days, staff
training and MMU updates,

* To ensure that up to date
prmmtioml mabeﬂah are in ewdem:e

Education Advisers Process Charts 2014




Education
Advisors with probationary
contract

Education Advisor Recruitment Process

Receive and market

y

This trial period has now been replaced by the new contract which
includes reference to a 12 month probationary period. All advisers will
be issued with a contract which will be reviewed annually

\’

MMU International staff are consulted regarding the recruitment of
further advisers in their markets

_ questionnaire is received a file is opened in MMUI
A contract is issued to the adviser referencing the 12 month
period

v

The due diligence questionnaire is sent to the adviser. When completed

Enter Adviser details on the website
Establish marketing requirements and send out promotional materials
regularly
Send marketing information to Education Advisor
Record on Management System

A

MMU International Education Adviser Annual review of overall
performance including - in country support,
Enquiries, applications, conversions, counselling, no-shows, any student
fwdback, Rmim\m: md m rwmmendaﬁom. MMUI staff -

MMU - R&A International
Admissions Team

\

Enter education adviser name
on QLS when inputting
application information

Education Advisers Process Charts 2014

MMUI staff visit Education Advisers
offices in country for open days, staff
training and MMU updates.

To ensure that up to date
promotional materials are in evidence
MMUI staff to mtmkmm




Annual Review of Education Advisors

The Purpose of the Annual Review is to look at the overall

MMU - R&A International
Admissions Team

Wositives
Negatives * Quality applications
and conversions
Staff changes Tier. : o “_;8
No shows ie
W * intention to study,

N
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MMUR & A to provide
input of quality of
applications, support
documents and
observance of application
procedures
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