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JOB DESCRIPTION
	
POST TITLE:  		Student Services Manager
FACULTY:  			Student Services
POST GRADE/SALARY:  	£41,024 to £44,938 depending on experience
RESPONSIBLE TO:  	Director Marketing, Communications and Events


		 
JOB SUMMARY:
We’re looking for someone who is passionate about improving the student experience and ensuring every learner receives the support they need to succeed.
You’ll be someone who thrives in a dynamic, student-facing environment, with a strong background in customer service, administration, and team leadership.
You will be required to able to work under pressure and prioritise deadlines whilst displaying tenacity and drive to support and work with Student Services in the face of obstacles. 
The following list of duties and responsibilities is not meant to be exclusive. It should be taken as an indicator of the type and level of activity expected of this post.
The list does not represent either priorities or frequency of tasks and should be regularly updated by the post holder in consultation with and agreement of their line manager.

RESPONSIBILITY TO STAFF AND DIRECT THE TEAM:
As a key leader within the Student Services team, you’ll:
· Manage a team of 3 Student Services Administrators 
· Lead a front-line services including reception, enquiries, and student advice.
· Oversee student records, student attendance and financial support schemes, ensuring accuracy and compliance.
· Champion service improvement, using data and feedback to enhance delivery.
· Collaborate across departments to ensure a seamless and inclusive student journey.
· Support safeguarding and data protection protocols
· Deliver general administrative tasks related to learner enrolment, attendance, and reporting

Key Enrolment responsibilities:
· Lead and coordinate the student enrolment process, ensuring a high‑quality, compliant, and student‑focused experience
· Manage staffing rotas, on‑floor support, and team coordination during peak enrolment periods
· Oversee enrolment records and data accuracy and ensure deadlines are met
· Work collaboratively with internal teams to support a seamless learner journey

DAY TO DAY RESPONSIBILITIES FOR THE TEAM as agreed with the Line Manager to include:
· participate in all day-to-day student & customer services activities including switchboard, dealing with enquiries at reception, recording attendance and supporting students.
· assist with effective liaison, support and assistance between student services team and rest of organisation
· maintain and improve mechanisms for surveying and measuring customer satisfaction and disseminate feedback to the appropriate internal entities
· assist with developing plans for student services activities to include customer management to achieve satisfaction targets
· delegate authority and responsibility to team with supervision, accountability, and review
· set an example for team members of commitment, student/customer service activities, work ethics and habits and personal character
· Strategic oversight of student-facing services and ensuring a high-quality customer experience.
· Coordinating cross-college events that support student engagement and progression.
· Managing financial support schemes such as Free School Meals and bursaries.
· Ensuring compliance with student record systems and regulatory requirements.
· Leading and developing the Student Services team through coaching and performance reviews.
· Driving innovation and continuous improvement in service delivery using digital tools.
· Acting as a key point of contact for students and stakeholders, promoting inclusion and wellbeing.


You are responsible for your allocated workload and must meet all targets as agreed with your Line Manager. 
You must contribute towards the smooth running of the organisation generally.
PERSON SPECIFICATION
Essential
· Ability to assist in customer service management and track record of customer service
· Understanding of student customer service management obligations (including statutory obligations), requirements and dynamics
· Ability to use Microsoft software
· Leadership with ability to motivate a team
· Project management skills
· Ability to work under pressure
· Previous experience to perform role within an educational setting.

Desirable
· Experience in reporting on a monthly basis or as otherwise has been required
· The ability to contribute towards plans for team activities to include strategy to achieve agreed targets

The College is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff to share this commitment. 

All staff are responsible for:
· Children & Vulnerable Adults: safeguarding and promoting the welfare of children and vulnerable adults
· Equipment & Materials: the furniture, equipment and consumable goods used in relation to their work
· Health / Safety / Welfare: the health and safety and welfare of all employees, students and visitors under their control in accordance with Haringey Sixth Form College’s safety policy statements
· Equal Opportunities: performing their duties in accordance with Haringey Sixth Form College’s Single Equality Scheme
· Leadership by example and personal commitment to the College’s code of conduct and values.
· Adherence to and compliance with all College Policies and Procedures
· Management of human, physical and financial resources, and efficiencies. 

Revisions and updates
This job description will be reviewed and amended on an on-going basis in line with organisational needs, with consultation with trade unions where required.  It does not form part of the terms and conditions of employment.
The post-holder is required to respect the confidentiality of matters relating to students and other members of staff.  The post holder must be aware of and comply with the requirements of the Data Protection Act (DPA) details of which will be made available.
Under the Health and Safety at Work Act 1974 all staff shall have a duty to assure reasonable care for the Health and Safety of themselves and others affected by their acts or omission at work and co-operate in meeting the requirements of the law.
A Disclosure & Barring Service check is carried out for all appointments
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