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	Job Description


Student Services Administration Assistant

	Reporting to: Head of Marketing and Admissions

Accountable to: Principal/Deputy Principal

Tenure: Permanent, 14½ hours per week term time only
Salary: Sixth Form College’s Pay Spine points 3-6 £6,798 – £7,070

	Job Summary:

The position of Student Services Administration Assistant will be to assist and operate the functions of the Student Services Office.

	Duties and Responsibilities:

1. To provide information, advice and guidance (IAG) on the College offer, careers and progression, finance and welfare issues to all enquirers using a range of communication methods e.g., face-to-face, written and electronic media.
2. Administering and participating in the student recruitment process, attending external recruitment events, and providing IAG in a variety of formats to applicants as appropriate under the guidance of the Head of Marketing and Admissions.

3. To input, update and maintain student data and records using enquiry databases and data reporting for a range of functions e.g., arranging applicant interviews etc as required. 
4. To participate in the administration of the student bursary process e.g., collecting and assessing household income documentation and making decisions on awards based on existing agreed criteria.

5. Supporting the Student Services office administration function, processing and keeping all paper-based records e.g., using mail merge, issuing student documentation etc as required.
6. To assist in the administration and smooth delivery of student interviews e.g., inputting, using mail merge, filing, creating folders, creating records.

7. To assist in the maintenance and organisation of the Student Services area, including its appearance.

8. To provide emergency cover in other areas of the College as required.  This may include Reception duties, examination invigilation and support, and covering for absent colleagues.
9. To undertake any other reasonable duties/activities as required by the Principal or designated alternative.
This post requires a need for occasional flexible working, by negotiation, some evenings and weekend working to cover careers events, parent evenings and open days.


Person Specification
	ESSENTIAL
	Method of Assessment
	Short listing Column

	· A good general level of education, to level 3 with GCSE English and maths at grade C, 4, 5 or above.


	A
	

	· Experience in data entry and the use of Microsoft Access and Excel.


	A/I
	

	· Keyboard skills and the experience of using other Microsoft Windows packages, e.g. Word, Outlook and Teams


	A/I
	

	· A professional understanding of confidentiality, trust and discretion at all times.


	I
	

	· Excellent organisational skills, with an ability to use time effectively, prioritise workload and work as an effective team member in an administration environment.


	I
	

	· Positive attitude, appearance, voice, manner and telephone skills.


	I
	

	· Recent evidence of working in a flexible manner when the task demands it, including out of office hours.


	A/I
	

	· Excellent communication skills in dealing with a varied range of people.


	I
	

	DESIRABLE
	
	

	· NVQ Level 3 qualification in IAG or Customer Services.


	A
	

	· Relevant I.T. qualification.


	A
	

	· Experience of working in a College/School/I.A.G. environment, with knowledge of the post 16 education sector.


	A
	

	· Recent experience of working in an administration environment with minimal supervision.


	A
	

	· Experience of assessing bursary applications or financial awards


	A
	

	· Experience of dealing with problems under pressure.


	A/I
	

	· Appropriate sense of humour, patience and professional cheerfulness in the face of adversity.


	I
	

	· Evidence of responding to the needs of a diverse student and staff population.


	I
	

	· Recent experience of dealing with students/staff/customers.


	A
	


A = Application form

I = Interview

	Notes:
The above responsibilities are subject to the general duties and responsibilities contained in the statement of conditions of employment and our equal opportunities policy.

This job description allocates duties and responsibilities but does not direct the amount of time to be spent on carrying them out and no part of it may be so construed.

This job description is not necessarily a comprehensive definition of the post and is subject to review following consultation.

This post is subject to enhanced disclosure from the Disclosure and Barring Service.

	

	Gateway College is subject to the Safeguarding Vulnerable Groups Act 2006 which requires that any candidate appointed must produce:

· A DBS clearance certificate

· Proof of identity

· Proof of qualifications

· Proof of the right to work in the UK.

All of these documents must be produced BEFORE commencement of employment.




Gateway College is an equal opportunities employer, committed to equality in employment and services.

