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Job description

Job Title:
Student Services Assistant (Fixed Term January 2019 to December 2019)
Location:


61 Westminster Bridge Road, London, SE1 7HT 



Post holder may be required to work at other locations.

Grade:
APT&C 22 – 24 

We will normally appoint at the starting grade unless there are exceptional circumstances.

.
Salary:


£25,074 - £26,366 (incl. LWA) per annum. We will 
normally appoint at the bottom of the salary scale unless the successful candidate has relevant experience relating to the selection criteria over and above what is required.
Hours of work: 
36 hpw on a rota basis based on service opening times.

Actual times of work will depend on rota. Occasional Saturday working is required. Flexibility is required. 
Responsible to:  
Student Services Manager
Responsible for:
No line management responsibility 
Job Purpose 
To provide a high quality customer focused frontline service for the college. This will include enrolling and giving students advice over the phone, on email and in person. The post holder will carry out a variety of administrative tasks associated with the running of a busy College and provide of a high quality reception service for students and visitors. The post holder will have responsibility for ensuring that students are supported with their Advanced Learner and Higher Education Loan applications and working with school areas to ensure efficient monitoring of applications
Key Result Areas: outcomes expected from post holder
A. 
To give high quality initial information and advice to students and potential students regarding the College’s provision.
B.
To accurately and efficiently enrol students in accordance with College procedures.
C.
To help in creating a welcoming and professional environment in the college reception areas.
D
To update the records of Advanced  and Higher Education Learner Loan applications and ensuring that the status of loan applications is closely monitored.
Working with
The post holder will develop productive working relationships with staff from all sections of the College, its learners and other College stake holders as appropriate. The Post holder will have specific contact with the following staff:
Student Services Manager

MIS staff

Marketing staff

Finance staff

Curriculum Area staff

Premises staff
Main activities
1.
At all times, deal with students, visitors and staff in a helpful and professional manner, delivering an excellent level of frontline customer service.

2.
Provide initial advice and information and use the College’s Enrolment System to enrol students by telephone and in person.  Process the payment of fees and ensure that accurate information is inputted for each enrolment in accordance with College procedures. Carry out college administrative duties related to the enrolment of students including the recording of daily takings and filing of enrolment forms.  
3.
Develop and maintain an understanding of the regulations and funding rules under which the College operates so that all of the necessary information is collected before the enrolment is accepted and the data is input accurately. 

4.
Provide a high level of advice to students and prospective students by email. 

5.
Record information regarding student enquires for marketing purposes in line with College procedures.

6.
Communicate effectively in writing and verbally with other members of the team to ensure that there is a high quality and reliable level of service throughout the day.

7.
To ensure the college reception is welcoming and tidy and that sufficient copies of the course guide are always available.
8. While working on Reception, register visitors and deals with routine enquiries.  Operates the College telephone system, redirecting telephone calls, and take and relay messages, as appropriate.

9.
Complete a variety of routine background tasks under the direction of College management as required.  This includes the daily opening, sorting and distribution of mail, the preparation of outgoing post and the maintenance of College databases.

10.
Provide reports as required by the line manager / supervisor.

11.
The post holder will be expected to work flexibly, including working additional hours in preparation for and during the main enrolment periods for which time off in lieu (TOIL) will be given. 
12.
Checking Student Loans Company portal regularly and updating student records on college systems accordingly. 

13.
Supporting students and prospective students with the Advanced  and Higher Education Learner Loan applications where appropriate. 

General

15.
To attend relevant training and meetings as required.

16.
 To be committed to Continuous Professional Development (CPD).

17.
All staff are expected to successfully meet criteria set out in the Staff Competencies Framework. 
18.
To contribute to the effective management and promotion of equality and diversity.

19.
 To work in accordance with the Health & Safety at Work Act, ensuring the College is a safe environment for staff, students and visitors. 

20. 
To work at all times in accordance with Morley College’s policies and procedures. 

21.
To carry out such duties as may be required from time to time by the college that 
are appropriate to the grade of the post.
Person Specification:
 Student Services Assistant
	
	
	Essential
	Desirable

	1
	Educated to at least Level 2 (5 GCSEs, grade C or above including Maths and English or equivalent)
	(
	

	2.
	Experience of working in a busy office or retail environment
	(
	

	3.
	Experience of handling cash, cheques and purchases via credit card with accuracy
	(
	

	4.
	Excellent written communication skills with the ability to provide advice to students over email.
	(
	

	5.
	Excellent IT skills with experience of working with computerised systems, including MS Office and databases
	(
	

	6.
	Proven excellent customer care skills, with a commitment to providing a high quality service.
	(
	

	7.
	Excellent interpersonal skills with the ability to deal with people tactfully and appropriately 
	(
	

	8.
	The ability to work co-operatively and effectively with other staff to develop services
	(
	

	9.
	The ability to remain calm and organised under pressure
	(
	

	10.
	Proven ability to produce consistently accurate work
	(
	

	11.
	Willingness to embrace change and work flexibly


	(
	

	12.


	Self-aware, able to use initiative but understands when it is appropriate to seek advice and involve others
	(
	

	13.
	Have a commitment to and be able to demonstrate knowledge of safeguarding, health and safety and equality and diversity as appropriate to the post
	(
	

	14.

	An understanding of adult education provision
	
	(


Main Conditions of Service - Support Salaried roles
1. You will be employed by Morley College Limited.

2. Normal working hours are undertaken between Monday to Friday and this may include evenings. The successful applicant may be required to work at weekends to accommodate specific College activities.  No payment for overtime is made, but appropriate time-off in lieu will be granted.

3. The annual leave entitlement is 30 days per annum. Staff also receive paid leave for bank/public holidays and up to 4 additional closure days.
4. The post is pensionable under the London Government Pension Scheme administered by the London Pensions Fund Authority. 

5. There is a 6-month probationary period. 

6.
The College does not recognise service with any previous employer for calculating continuous service for the purposes of the Employment Rights Act 1996. However previous continuous local government service in accordance with The Redundancy Payments (Continuity of Employment in Local Government, etc.) (Modification) Order 1999, may be counted as part of continuous employment with the College for redundancy pay purposes.  

7.
The appointment will be subject to receipt of satisfactory professional references, proof of qualification, proof of address, eligibility to work in the UK, a pre-employment medical check and a DBS check (if applicable).

Other information

This document outlines the duties required for the time being of the post. It is issued for recruitment purposes and is not comprehensive or exclusive and duties and or reporting lines may be varied from time to time.

The College aims to reflect the diverse community it serves and welcomes applications from suitably qualified candidates from all backgrounds. The College does not discriminate on the basis of race, gender reassignment, disability, sex, marital status, pregnancy and maternity, age, religion or belief, and/or sexual orientation and is committed to making reasonable adjustments for applicants with disabilities.
Making an application

Closing date:   9am, Monday 19th November 2018

Please refer to the guidance notes when completing your application. CV’s will not be accepted for this post.  Applicants should send a completed application form, giving names, addresses and telephone numbers of two professional referees, together with any supporting information by the closing date.
Applications can be submitted via email to recruitment@morleycollege.ac.uk

Applications can also be submitted by post to:

Recruitment (Ref: 139.JB.18)

Morley College

61 Westminster Bridge Road

London

SE1 7HT

