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Job Description

	Directorate
	Student Experience

	Department
	Student Services

	Section
	Student Finance

	Job Title:
	Student Service Finance Co-ordinator

	Grade:
	Scale 2

	Reports To:
	Student Services Manager

	Responsible For:
	N/A

	Principal Accountabilities:
Supervise the day to day implementation of the College Student Finance Services.  Carry out regular audits and provide the Student Services Manager and Head of Student Experience with up to date reports as required. 
Deliver training and development sessions, update systems and eligibility criteria in line with funding guidance.  
Supervise the work of the Finance Advisor.  

	Key Tasks: Co-ordination and Supervision
Develop and update a range of Student Finance resources and information packs for all students, staff and parents.

Use a range of electronic systems to develop statistical reports to meet funding guidelines.

Deliver staff, student and parent training and development sessions on issues of eligibility and the application processes for financial support.

Co-ordinate the delivery of an information service during open days, enrolments and any external events as required.

Provide information, advice and guidance for applicants, students, parents and staff as to the application procedures for available funding streams.

Provide information and advice on the applicable College Discretionary Appeals Procedures and provide the Learning Support Panel with relevant information and documentation. 
Deliver student debt information, advice and guidance and signpost to relevant external providers.
Supervise and audit the work of the Finance Advisor.

Administration
Complete termly audits to ensure electronic systems including Pro-solution, Nationwide Trustee and ESF CAPITA systems are up to date and maintained.
Work with Student Services Manager to update procedures to student financial arrangements as and when required.

Follow agreed procedures for funding bodies and College auditing systems and develop operational information and statistical reports as required.

	Special Features:
You will be be required to work evenings or weekends to support specific College events. 

	Miscellaneous:

To safeguard and promote the welfare of children, young people and vulnerable adults who are students of the College.

You have a legal duty, so far as is reasonably practicable, to ensure that you do not endanger yourself or anyone else by your acts or omissions. In addition you must cooperate with the College on health and safety matters and must not interfere or misuse anything provided for health, safety and welfare purposes.

You are responsible for applying the College’s Equal Opportunities Policy in your own area of responsibility and in your general conduct.

You have a responsibility to promote high levels of customer care within your own areas of work.
Complete Student Finance Advisor Appraisal in line with College policy and procedures.
You are required to participate with the Appraisal process, engaging in the setting of objectives in order to assist in the monitoring of performance and the achievement of personal development.

Such other relevant duties commensurate with the post as may be assigned by your Manager in agreement with you. Such agreement should not be unreasonably withheld.


	Review:

This is a description of the job as it is presently constituted. It may be reviewed and updated from time to time to ensure it accurately reflects the job required to be performed, or to incorporate proposed changes. 
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Person Specification

	Job Title:
	Student Finance Co-ordinator

	Directorate
	Student Experience

	Department
	Student Services

	Section
	Student Finance

	In order to be short-listed you must demonstrate that you meet all the essential criteria and as many of the desirable criteria as possible.  Where we have a large number of applications that meet all of the essential criteria, we will use the desirable criteria to produce the shortlist.

All disabled candidates who meet the minimum essential criteria will be included on the shortlist.


	Attributes
	Item
	Relevant Criteria
	How Identified
	Essential/

Desirable

	1 
	Skills & Abilities
	1.1

1.2

1.3

1.4

1.5

1.6

1.7

	Ability to use own initiaitve and prioritise own work.
Ability to work accurately under pressure.
Excellent oral communication and inter-personal skills in order to work effectively with students and staff.

Ability to convey information (both orally and in writing) to a range of diverse audiences.

Competent in the use of Microsoft Word, Excel, Outlook and PowerPoint, or equivalent packages.
Competent in the use of databases and electronic Management Information systems.
Empathy, sensitivity and ability to develop effectively with students and parents.

	I

I

I

A/I

A/T
A/I
I
	E

E

E

E

E

E

E

	2
	General & Special Knowledge
	2.1
2.2

2.3
	Knowledge and understanding of administrative processes.
Experience in carrying out Audit Check.
Experience in data programming.

	I
I

I
	E
D
D

	3
	Education & Training
	3.1
	Level 2 qualifications in Maths & English.
	A
	E


	4
	Relevant Experience
	4.1

4.2

4.3
4.4


	A minimum of twelve months experience in a public facing role.

Experience of providing face to face advice and or information in a very busy customer service environment.  
Experience of working in an FE educational establishment.
Experience of supervising others.
	A/I
A

A
A
	E

E
D

E

	Key:
	How Identified
	A
	Application

	
	
	I
	Interview

	
	
	T
	Test

	
	
	C
	Copy of Certificates

	
	
	P
	Presentation


