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JOB DESCRIPTION

Job Title:

Admissions Advice Assistant
Key Role:
To provide a comprehensive range of advice and guidance, administrative duties and a wide variety of enrolment services to the College as part of the Admission/Customer Services Team for Full Time and Part Time Students
Responsible to:

Fees and Part Time Admissions Coordinator
Date Updated:
 
November 2018
Admissions /Customer Services Team

The Admissions/Customer Services Team is responsible for the enrolment of all students attending New College.  Advice is given to prospective students for both 14-18 students and 19+ students.

Major Tasks

1. Respond to customer enquiries regarding college admissions for full and part-time courses, ensuring course information is collated, stored and distributed efficiently and students are interviewed in appropriate timescales
2. Offers comprehensive advice to ensure full time and part time students enrol on the appropriate course as per the matrix Standards requirements.

3. Assists the Customer Services Manager with college admissions by undertaking enrolment and administrative duties for New College students for all the college centres.

4. Responsible for the data entry of Adult Community Education student enrolments onto the College EBS Client system, and to ensure that all information is correctly and promptly processed.

5. Deal with student enquiries and their academic assessment and enrolment.  This involves dealing with personal, sensitive and confidential information and documentation for many students.
6. Assist with Schools’ Liaison, Adult Community, HE and ACCESS activities and provide Reception duties when required.
Job Activities:

To undertake any of the following administrative, enrolment and Liaison tasks under the direction of the Customer Services and Liaison Manager, Admissions Manager and the Fees and Part Time Admissions Coordinator.
1.
Prospective student course enquiries

· Respond promptly and efficiently to any customer enquiries, whether by telephone, fax, email, website, letter or personal visit by individuals and/or organisations.

· Sort and distribute Admissions post to relevant departments within the team and where possible deal with appropriately.

· 1.3
Provide a College Reception Service to customers/students following established procedures
2.
Advice and guidance to students to full time and part time students
· Enrolment of all full-time and part-time students ensuring that the correct documentation is provided for the student, including collation of documentation for overseas students
· Offer advice and guidance to adults on New College courses, including information on benefits, waiver entitlement, course costs, further training, and other relevant services offered by New College. 

· Make Referrals to Business Services, Learning Support and Course Tutors, National Careers Advisory Service and for financial advice for 24+ advanced learning loans the Money Advice Service for in depth advice and guidance in line with the matrix Standards.

· Assist in the arrangement of interviews and guidance for adult applicants as required having carried out an informal initial assessment of need.

· Interview full time 16-18 year old applicants, progressors and restarters within set timescales
· Interview late full time 16-18 year old applicants
· Provide tours for applicants who have not visited the college at other opportunities
· Attend school events as the ambassador for New College, giving professional and impartial information and advice about pathways, progression routes and opportunities at New College

· Ensure NC is represented at local careers events and any other appropriate marketing opportunity
· Working with the Marketing team provide IAG and coordination for major events such as Open Evenings, College Experience
· Carry out all administration associated with school liaison including referencing
· Ensure all Administration Assistants and rooms have sufficient resources for interviewing
3.
Enrolment of students and operation of database systems

· Assist with the enrolment of all full-time and part-time students ensuring that the correct documentation is provided for the student, including collation of documentation for overseas students and refer for fee assessment as appropriate to ensure the learner’s enrolment meets our funding rules. To keep up to date with funding regulations and changes re waivers and entitlements and apply them correctly at every enrolment
· Undertakes all aspects of enrolment for Adult Community Education students ensuring enrolments and monies received are acknowledged to the customer, whether by cash, cheque or credit/debit card and that the necessary arrangements for invoices or instalment plans are in place, recorded and passed to the Finance Department for action.

· Cash up and reconcile monies, cheques, X and Z reports from Client and the transact machine daily. Correct any errors as necessary on Client ensuring submitted financial reports are correct and robust for audit purposes.

· Maintain a secure filing system ensuring that all student enrolment details are kept confidential and stored accessibly and alphabetically for auditable purposes.

· Advise customers when courses are cancelled either by letter, telephone, email or fax and where appropriate enrol them on an alternative course.

· Advise students of emergency class closure when a Lecturer is unable to teach his/her class. 

· Monitor and process refunds for Adult Community Education students where appropriate.

· Provide details and documentation for the Learning Support Team for those students who require additional support for learning.

4.
Operation of database systems
· Responsible for data entry of Adult Community Education enrolment details onto the EBS Client College Information System as per process and procedures.  Daily balancing of EBS client and correcting any errors as they arise and then re balance.
· Provide data reports from the EBS4 system and disseminate as required to academic staff.

· Liaise with the relevant Managers on up to date enrolment numbers and decisions on classes.

· Responsible where appropriate for the preparation and printing of Adult Community Education, Student Contact Lists from the Agent report system before the commencement of courses.
4 Assistance with Liaison, Adult Community Education, Higher Education and access events
· Attend liaison events such as Careers Conventions, Open Evenings and enrolment events as required (including evening and weekend events)
· Assist in the planning and organisation of College Experience days for Year 10 pupils from local schools.
· Provide Advice and Guidance to Adult Community Education students at Open Evenings/days and Enrolment Evenings/days.
· Respond to initial enquiries for Higher Education and access courses.

All staff at New College must comply with equalities legislation and Ofsted requirements as stated in the Common Inspection Framework (CIF) by advancing equality of opportunity, fostering good relations between different groups of people, eliminating discrimination, harassment and victimisation, recognising diversity and embedding equality and inclusion in their work.

You are required to have or obtain knowledge and understanding of your responsibility for promoting and safeguarding the welfare of children and young people that you are responsible for, or come into contact with which includes the PREVENT Duty.

This job description is not a comprehensive definition of the post.  Discussions will take place on a regular basis to clarify individual responsibilities within the general framework and character of the post as defined above.

GDPR Statement

An understanding of GDPR and the Data Protection Act 2018 and the job holder’s responsibilities under these regulations is an essential element of this role. Training will be given to support you in meeting this requirement.
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PERSON SPECIFICATION – Admissions Advice Assistant 
	Method of Assessment

The table indicates the method by which the skills/knowledge/level of competence in each area will be assessed.
	Essential or Desirable
	Application Form
	Interview
	Presentation
	Test

	Qualifications
	
	
	
	
	

	Minimum of Level 2 qualification in Customer Service or other related area or be willing to work towards
	E
	X
	
	
	

	Minimum Level 2 qualification in English and Maths/Literacy and Numeracy
	E
	X
	
	
	

	Level 2 qualification in ICT
	E
	X
	
	
	

	Knowledge / Previous Experience / Skills
	
	
	
	
	

	Proven current experience of working in a fast moving  Customer Service role
	E
	X
	X
	
	

	Effective and professional telephone manner with confidence to handle a diverse range of calls
	E
	
	X
	
	

	Experience and knowledge of College systems, overseas financing systems, adult education 
	D
	
	X
	
	

	Experience of cash and credit card transactions 
	D
	
	X
	
	

	Experience of using and answering a switchboard and redirecting callers as necessary
	D
	
	X
	
	

	A current working knowledge in Microsoft Office – particularly Word, Excel, Database entry and Email
	E
	X
	X
	
	

	Experience of dealing directly with potential students across a diverse range
	D
	X
	X
	
	

	Personal Attributes
	
	
	
	
	

	A flexible and adaptable team worker prepared to work outside of ‘normal’ hours at college events
	E
	
	X
	
	

	The ability to communicate effectively at all levels
	E
	
	X
	
	

	Smart and professional appearance as the ‘face of New College’ 
	E
	
	X
	
	

	Ensure effective handover to job share partner to support a high level of customer experience
	E
	
	
	
	

	A calm approach in pressurised working situations
	E
	
	X
	
	

	Ability to ‘close’ conversations to work efficiently without having a detrimental effect on the customer experience
	E
	
	X
	
	


In addition to the candidate’s ability to perform the duties of the post, the selection process will also explore issues relating to safeguarding and promoting the welfare of children and vulnerable adults.
