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JOB DESCRIPTION

Post:  Student Services Administrator

Responsible to: Head of Student Services and Assistant Head of Student Services

Summary of responsibilities:

· Provide cover for the day to day running of the college’s student finance front desk by providing efficient administrative, clerical support and high levels of customer care.
· Support the student services team with the administration/coordination of student special leave requests
· Support the student services team with the administration/coordination of student disciplinary letters and disciplinary meetings
· Support the processing and quality checking of applications to university via UCAS and the coordination of student references
· Provide administrative support for the capture of student destination information regarding progression after college
· Support the progress mentor team with attendance monitoring and follow up of unknown absences

Principal duties

1. To provide cover for the college’s student finance advice and guidance desk, dealing with students queries, administering payments and providing initial advice and guidance in an effective and efficient manner.
2. To manage the administration/coordination of student disciplinary letters and disciplinary meetings.
3. To administer requests for special leave in term time, once agreed by members of the student services leadership team.
4. To support the processing and quality checking of applications to university via UCAS and the coordination of student references
5. Provide administrative support for the capture of student destination information regarding progression after college
6. Support the progress mentor team with attendance monitoring and follow up of unknown absences
7. To support the student services team in the administration of financial support and subsidised transport
8. To work with Finance and Technical Support departments to administer the device scheme to ensure any payments are made and any loan devices returned by leavers.
9. To attend relevant staff development activities when necessary.
10. To comply with the college policies and procedures, in particular, those concerning customer care, equal opportunities and health and safety.
11. To be responsible for safeguarding and promoting the welfare of children, young people and vulnerable adults
12. To participate in department meetings, sharing good practice with other support workers and subject teachers.
13. To participate and contribute to the college’s staff development programme where appropriate.
14. Any other duties as appropriate to the post
15. To work at all times in accordance with and to further the policies and procedures of the college.
16. To promote an ethos of a caring and supportive college, including the core values.



Summary of main terms and conditions

	Salary 
	Point 5 currently £7,321 per annum for a 15 hours per week, college staff term time only post. 

	Working hours
	The post is staff term-time only and will require attendance at college for three days. The days along with the times, are to be discussed and agreed with the successful candidate. Some flexibility regarding working outside these hours will be required from time to time. Staff college term times may vary to those advertised for students on our website. 

	Safeguarding
	The Blackpool Sixth Form College is fully committed to safeguarding and promoting the welfare of all students, staff and visitors. All posts, including volunteers, are subject to enhanced DBS (Disclosure and Barring Service) clearance. All shortlisted applicants will be asked to complete a self-declaration of any criminal record or information that will make them unsuitable to work with children. Any offer of employment may be withdrawn should any information come to light that has not been included in the self-declaration. As set out in the keeping children safe in education guidance we will conduct a google search on all shortlisted candidates to review their online presence. 

	Payments
	Your salary will be paid on the last working day of each month by BACS transfer.

	Health
	Appointments to the college are subject to satisfactory health clearance. You will be required to complete a health questionnaire and may be asked to attend a medical.

	References
	Two references will be required on application; one must be your most recent employer. Should we not receive these references when requested from the referee you may be asked to follow these up or provide an alternative referee. The reference will request information about any disciplinary offences, including any relating to children and will ask about your suitability to work with children. Referees will be verified and will be contacted to validate the information contained within the reference.

	Probationary Period
	The post is subject to the successful completion of a probation period. You will have new starter reviews to assess your progress and set targets.



This job description is current at the date shown and may be amended from time to time after consultation.
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