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	Job Description
	


	Post Holder
	

	Job Title
	Student Services Assistant


	Responsible to
	Student Support Services Manager



Key Strategic Objectives 
· To actively contribute to the College’s Strategic Plan and in particular the ambition to become an outstanding provider of education and training.

· To hold and actively demonstrate the College’s Core Values in all that you do.

· Aim High…

· Work Hard…

· Take Responsibility…

· Do What’s Right… 

· Respect Others…

· Challenge Yourself….

· Take Pride……

· To commit to the College’s Safeguarding Policy and promote a safe environment for children, young people and vulnerable adults within the College.
· To provide a holistic, excellent customer driven service, to support students and other service users i.e. staff and public.
· To maintain a quality service by utilising transferable skills and flexibility within the larger Student services function.
Specifically Responsibilities will be as follows

1. To contribute flexibly  to the development of welfare and support services for students, specifically to have a working knowledge and the necessary interpersonal, financial, customer Service and administrative skills to assist with:

· Resourcing the dedicated Student Services Reception area dealing with face to face enquiries using an excellent level of Customer Service at all times.
· Maintaining the reception area with up to date literature and resources for all stakeholders. 

· Responding to general college enquiries by phone and e-mail.
· Rigorous and quality checked assessment of Financial Assistance Applications and subsequent communication to applicants.

· Disbursement of all student related funding schemes in a fair and auditable manner

· Referral to, and liaison with, appropriate internal and external agencies and partner organisations.
· Provide administrative assistance with the College Disciplinary Procedure or as directed by Student Services Manager or Assistant Principal – Students.
· Monitor and record educational visits liaising with directorates and others as required to ensure compliance with policy.
· Log College-wide student absence calls and produce reports when requested.
· Have appropriate knowledge of recording systems such as Pro-Solution/Pro-Monitor

· Liaise closely with other Student Services and College staff to maximise Vulnerable Young Person bursary entitlement.
· Provide support with the college free travel schemes for bus and rail.
· Distribution of Petty Cash and travel re-imbursements.
· Handling sensitive, safeguarding and confrontational calls and knowing when to refer.
2. Work under the Supervision and direction of the Senior Student Services Assistant on a day to day basis.
3. To assist with the enrolment, interviews and open evenings and some external events as required (this will involve some evening/weekend work).
4. To understand the wider roles within the team and work flexibly within the team to be able to assist as and when necessary.

5. To actively show a commitment to the Departmental Strategic Objectives.
6. To show an active commitment to the College’s Equality and Diversity Policy, Quality Frameworks and Health & Safety Procedures.
7. To actively participate in Continuous Professional Development including the introduction of new technologies to allow you to contribute effectively to the success of the College.
8. To carry out such other appropriate duties commensurate with your skills, knowledge and experience.
9. The College may, in consultation with you, need to vary these duties from time to time in order to respond to the changing requirements of the College.

Signed ________________________________________ Date ___________________
	Person Specification



Essential & Desirable Attributes

The College is ideally looking for candidates who have most if not all of the required essential attributes below but may also have a one or more of the desirable attributes to complement their skill set.
	Category
	Ref
	Criteria Description


	1. Skills and Qualities


	Essential


	1.1
	Excellent communication and customer service skills.

 

	
	1.2
	Good organisational skills and the ability to work unsupervised.



	
	1.3
	Ability to deal sensitively with confidential issues.



	
	1.4
	Ability to input and collate data.



	
	1.5
	Good IT skills.



	
	1.6
	Excellent communication and customer service skills.




	Category

	Ref
	Criteria Description

	2. Qualifications and Training


	Essential


	2.1
	Qualified to minimum NVQ Level 2 or above in an appropriate area i.e. Business Administration, Customer Service.



	
	2.2
	Grade C or above in Maths and English (or equivalent).




	Category

	Ref
	Criteria Description

	3. Attitude / Disposition


	Essential


	3.1
	Team Player.



	
	3.2
	Flexibility.



	
	3.3
	Commitment to excellence.




	Category

	Ref
	Criteria Description

	4. Knowledge & Experience


	Essential
	4.1
	Experience of dealing with a wide range of people.


	Desirable 
	4.2
	Knowledge and understanding of financial assistance available to support learners.




Contract Arrangements
Staff will be engaged under a Contract of Employment determined by Northern Skills Group, supported by Contract Guidelines. The following salient features will apply:

	1.
	Contract type
	Part Time, Permanent.

	

	2.
	Working week
	15 hours per week.

	

	3.
	Holiday
	Colleagues are entitled to 25 days (FTE) annual leave plus statutory holidays.  Annual leave is a service related entitlement, which will increase as below and come into effect from the 1st January following the anniversary date. (holiday year 1 January - 31 December)
· 5 years’ service   26 days

· 10 years’ service 28 days
· 15 years’ service 30 days.

	
	
	

	4.
	Period of Notice
	Two months.

	

	5.
	Salary Scales
	Up to £6,680.88 per annum (actual salary)

	

	6.
	Life Assurance
	Non-contributory Life Assurance Scheme.  

	

	7.
	Healthcare
	Non-contributory Healthcare Scheme.

	
	
	

	8.
	Pension
	Northern Skills Group operates a pension scheme through NEST.  Contribution rates match the government requirements for auto enrolment, with the potential to increase this to a matched contribution of 3% of pensionable salary.  

	
	
	

	9.
	Sickness


	The Corporation’s Sickness Policy will apply and further information is available from the Human Resources Department on request.

	
	
	

	10.
	Probationary Period
	6 months.

	
	
	

	11.
	Disclosure & Barring Service Check
	From the 1 August 2018, new employees (with the exception of Apprentices, Business Support Scales 1, 2 & 3 or equivalent in Northern Skills Group) will be required to pay for the Disclosure & Barring Service Check, and this will be deducted from their payroll over the first three months of employment.  The current cost of a Disclosure & Barring Service Check is £58.40.


Please note that all appointments are subject to a satisfactory Enhanced Disclosure and Barring Service check and receipt of two satisfactory references.
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