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DERBY college




	Student Services Adviser
Reporting to Student Services Manager   
Base: The Roundhouse

	Hours                                37 hours per week, 52 weeks per year
Contract Type                  Support

Holidays                           20 per year subject to service increases pro rata
Salary                               £16,881 per annum  

	Job Purpose
To provide a high quality information, advice and guidance (IAG) service to Derby College students from beginning to the end of the student journey.  To develop effective partnerships within the college in order to ensure an outstanding student support experience.
   

	Key Responsibilities
· To provide impartial information, advice and guidance on opportunities for study, training and progression to existing and prospective students.

· To support the co-ordination and delivery of pre entry information and advice events (on and offsite), including; schools, information evenings, IAG events, enrolments, college job shops.

· To be responsible for processing the applications for a caseload of students from initial application through to enrolment and ensuring that a high level of customer service is delivered at all stages of the admissions process for new and progressing Derby College students.  

· To work towards key performance indicators set for the student services department.

· To ensure all admissions applications are processed within agreed time frames.

· To liaise with and support faculty areas in relation to all student support services and develop exceptional working relationships within all areas of Derby College. 

· To provide a Student Services helpdesk enquiry service.

· To champion and promote a high quality support service and contribute actively to service development in order to achieve excellence.

· To delivery IAG to agreed quality processes and standards.

· To use a range of delivery methods including: 1 to 1, group, class size and presentations in a range of settings.

· To keep up to date with college programme provision, progression routes and local / national opportunity structure.

· To support student enquiries by effective use of the college careers library, key websites and guidance software packages.

· To provide an effective signposting and referral service to college support services and external agencies for students.

· To provide administrative and customer service support for the admissions process to ensure students are provided with an efficient and professional service.

· To respond to admissions enquiries by phone, email, letter, in person and on line.

· To process applications on database(s) including data inputting, setting up interviews, making offers and recording acceptance of places and withdrawals. 

· Prepare appropriate documentation for all stages of the admissions process.

· To manage data on database(s) to ensure it is accurate, complete and entered in a consistent format.

· To liaise with curriculum/departmental staff to coordinate the interview process and offer places to potential students.

· To work in partnership with Marketing in order to contact potential students and deal with enquires.

· To provide an efficient and effective enrolment service including the issuing of meal passes, ID badges, and fee assessment when required. 

· To accurately record and support interventions and activities with Students and undertake any related administrative tasks.

· To provide a professional customer service to both internal and external customers.

· To demonstrate flexibility in responding to changing demands in personal, sectional or the College’s workload.
· To take responsibility for ones own professional development and continually update as necessary.

· To comply with Equal Opportunities policies and to assist in the development of Equal Opportunities.

· To comply with all Health & Safety, Child Protection & Safeguarding, Risk Management policy and legislation in the performance of the duties of the post.  
· To take reasonable care of your own health, safety and welfare and that of any other person who may be affected by your actions or omissions whilst at work.  You are also required to co-operate with the College to enable it to fulfil its legal obligations.  Appropriate information, instruction, training and supervision will be provided to enable you to perform your duties in a manner that is deemed safe and without risk to health.

· To undertake risk assessments for any new activity and to ensure risk assessment checks are carried out for any ongoing activity.

· To carry out any other reasonable duties within the overall function, commensurate with the grading and level of responsibility of the job.
· Abide by all College policies, procedures and processes ensuring legal compliance to the College. 

· Be committed to working in a cohesive, supportive and forward-thinking team of colleagues which shares an ambitious vision to secure an outstanding status for the College. 


	Competencies
Essentials
· Effective interpersonal skills

· Information Technology, keyboard skills

· Good communication skills at all levels

· Excellent telephone manner

· Organisational skills

· Ability to work collaboratively with colleagues across the College

· Effectively manage records

· Customer Service

· Numeracy Skills

· Ability to work on own initiative and as part of a team

· Work to deadlines
· 1 to 1 interview skills

· Experience of work within a customer orientated/sales environment 

· Working with students in a FE Environment

· Friendly, calm, accommodating manner

· Ability to use initiative and be flexible

· Organised

· Reliable

· Adaptable and flexible

· Ability to meet deadlines

· Maintain confidentiality

· Accurate

· Trustworthy

· Honest

· Confident
Desirables
· Experience of inputting on and maintaining Student Databases

· Empathy with a range of students from a wide range of social, cultural and ethnic backgrounds


	Knowledge
Essential
· Awareness of the College as a business and its Corporate image

· Awareness of the importance of good customer service to the success of the business

· Awareness of Further Education within the Education Structure
Desirables
· Knowledge of the variety of courses offered in College

· Awareness of Government initiatives and potential impact on students

· Awareness of progression pathways and qualification structures


	Qualifications
Essential
· NVQ Level III in Advice and Guidance (or willing to work towards)

· NVQ Level II Qualification in Customer Service or Administration (or equivalent)

· L2 Qualifications including Maths and English (Grade A-C or equivalent)

· Further evidence of professional development.

· Level II IT Qualification
Desirables
· Counselling qualification

· NVQ Level III Qualification in Customer Service or Administration (or equivalent)



Name__________________________

Signature _________________________
Date___________________________

