ROLE DESCRIPTION	


Post:				Student Services Advisor 
							
Sector/Section:		Student Services

Grade & Salary Range:	Scale 3  

Full time/Pro-rata		30 hours per week – TTO 

Fixed term/Permanent:	Permanent

Line Manager:		Sarah Walton, Anne Holt.

Location:	Based at Millennium Centre but may be required to undertake duties at any of the College Centres.

Hours of Work:	30 hours per week, term time only plus two weeks.  Flexibility is required as there will be occasions when    evening and/or weekend working will be required

Purpose and Objectives of Role:To provide a quality clerical and administrative service to support the functions of Student Services.  Support the attendance, retention and achievement of all students in college with specific focus on the processing, tracking and monitoring of students in receipt of financial support.

Further Education is continually developing and 
the rate of change is unlikely to slow down.  You
must therefore be flexible to take on changing responsibilities.

Specific duties of the role:

1.	To provide information to students, parents and tutors and other stakeholders to support individuals through to access their entitlement to help and support during their time at college with particular reference to financial support for students.

2.	To support the attendance, retention, achievement and progression of students by contributing to an outstanding Student Services provision. 
	
3.	To provide all necessary administrative support required to accurately administer the funding allocated to Student Services for bursary, hardship, childcare and any other awards as relevant in line with agreed procedures.  Including the calculation of household income based on evidence provided by the applicants. 

4.	To use college MIS systems to effectively monitor learners who receive financial support payments and liaise with both tutors and students to ensure payments are made in line with ESFA/SFA and college guidelines.
	
5.	Process bursary applications and award financial support payments for students as per a planned payment schedule and ensure bursary funds are fully promoted and accessed by all eligible students at the college.

6.  	To provide general pastoral support to students during their time at college and where necessary signpost to other services both internally and externally. 

7.	To provide extra support for particular vulnerable groups of leaners including VYP, LACs, Care Leavers and Carers to improve the success rates amongst these groups of learners.

8.	To comply with the Data Protection Act, Safeguarding legislation and confidentiality protocols, taking appropriate action via agreed safeguarding procedures if necessary.

9.	To provide additional administrative duties in relation to other Student Services functions as required by the service.

10.	Support the production of data, statistics and case studies relating to Student Services as required. 

11.	Support the wider Student Services functions and the PDBW agenda as required.


ROLE RESPONSIBILITIES
	
	
	Job evaluation Reference (for
Office use only)

	Operations/ Decision Making
	
	

	
Resources

	
	

	a)  Responsibility for Equipment/Materials/Health & 
     Safety/Accommodation
	
	

	
	
	

	· Maintain safe working practices and undertake any specific duties allocated to you under the College Health and Safety Policies and Procedures.
· Be responsible for promoting and safeguarding the welfare of all learners for whom you have responsibility or with whom you come into contact.
	
	


	
	
	

	Contacts and Relationships

a) Internal 
	
	

	
· All College staff and students

	
	

	b) External
	
	

	
·  Ensure commitment to customer care at all times.
	
	



	Information/Co-ordination

	
	

	· Maintain confidentiality
· Ensure compliance with Data Protection Act 1998.
	
	


	· Ensure compliance with Computer Misuse Act 1990.

	
	

	Self and Professional Development
	
	

	· Participate in Staff review and take opportunities for self-development.
	
	

	
	
	

	Quality/Equality of Opportunity
	
	

	· Meet quality standards set in the Service area.
· Take responsibility for continuous improvement in the area of responsibility. 
· Ensure compliance with the Bury College single Equality Policy

	
	




Prepared by:		Anne Holt			Date:	 14/12/22



	
PERSON SPECIFICATION
	
	 
    Method of

	
	
	    Assessment

	STUDENT SERVICES 
	
	

	
	
	

	
	
	

	
	
	

	QUALIFICATIONS
	
	Application Form

	
	
	

	· Good standard of education (4 GCSE’s A*-C including maths and English, or equivalent) is essential.
	
	

	· NVQ 2 in a relevant area or equivalent (or willingness to work towards) is essential.
· A Level 2 IT qualification (or willingness to work towards this) is essential.
· A Customer Care qualification is desirable.
	
	

	
	
	

	EXPERIENCE
	
	Application Form / Interview

	· Experience of clerical work is essential.
· Experience of contact/working with students is desirable.
	
	

	
	
	

	
	
	

	KNOWLEDGE/SKILLS/ABILITIES (Competencies)
	
	Application Form / Interview

	· Excellent communication skills are essential.
	
	

	· IT skills are essential.
	
	

	· Organisational skills and the ability to work to deadlines are essential.
· Ability to work independently and as a member of a team is essential.
	
	

	
	
	

	PERSONAL QUALITIES

· A flexible approach to work is essential.
	
	Application Form / References / Interview

	· A committed and enthusiastic approach to working is essential.
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	





	
VALUE STATEMENT FOR STAFF





Our Personnel Values

1. To apply principles of natural justice in our dealings with staff through corporate policies and procedures, which allow line managers to use discretion against, clear and stated criteria with procedures for appeal.
2. To promote equality of opportunity for groups and individuals and to treat all employees with dignity and respect.
3. Develop and motivate staff in line with corporate objectives and encourage career development.
4. Inform staff of their roles, rights and responsibilities and correct procedures.
5. Harmonise policies and procedures for all groups of staff unless there are sound operational reasons for developing separate procedures.
6. Communicate with staff about management decisions, which affect their working lives and where appropriate involve staff in decision-making.
7. Establish procedures, which are supportive of staff.
8. Operate as an ‘Investor in People’ employer.
9. Operate within strict standards of confidentiality and professional behaviour.

Values of Staff

Staff are expected to demonstrate: -

Commitment to equal opportunities for all staff and students by: - 

· being responsive to the learning needs of individuals.
· addressing all staff and students in the same manner.
· challenging sexist, racist or other discriminatory language or behaviour.
· using appropriate opportunities/incidents to raise staff and students’ awareness of equal opportunity issues.
· avoiding stereotypical expectations in recruitment and teaching and assessment of students.
· recognising and praising staff and students’ achievements.
· showing sensitivity to staff and students experiencing difficulties.
· working constructively in teams, towards College Objectives.
· responding positively to change.
· co-operating with staff across the whole College.
· working within a framework of continuous improvement to update skills, knowledge and experiences.
· undertake training and development.


