[image: image1][image: image8]
[image: image12.png]2 disability
B confident

EMPLOYER





	Details:

	Job Title
	Customer Services Assistant 

	Department
	Learner Experience 

	Reporting to
	Learner Experience and Schools Engagement Manager

	Salary (point or range)
	£17,467 per annum

	Hours/Pattern of Work
	Full time - 37 hours per week 

	Disclosure Barring Check  Level 
	Enhanced Disclosure Barring Checks – children and adults

	Pension Scheme
	Local Government Pension Scheme


	Macclesfield College Values 
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ACCOUNTABILITY
	[image: image3.jpg]



AMBITION
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INTEGRITY
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PASSION
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RESPECT


	Introduction and Job Purpose 

	This exciting role lies at the heart of the dynamic Business Support Service – “The Learner Experience Team” offering a high quality learner experience and supporting outstanding performance by the college as a whole. The role is integral to achieving positive experiences for every learner that chooses to learn with Macclesfield College and offers a great opportunity for applicants that enjoy working with a range of people, varied tasks and workload and have a high standard of communication and organisational skills.


	Key Accountabilities

	1. To provide a high quality service to visitors, learners and staff

	2. Deal effectively with all enquiries to ensure customer satisfaction is achieved 

	3. Be an effective and efficient member of a team that is able to work flexibly and effectively in a number of different frontline locations to meet learner and business need 

	4. Work with the  Learner Experience & Schools Engagement Manager to ensure that all frontline  service areas are well presented, welcoming and following security protocols at all times

	5. Positively represent Macclesfield College at promotional and Information, Advice and Guidance Events 

	6. Reception Services will include : 
Visitor management, till transactions, incoming and outgoing post, issue of    references , proof of student letters and qualification certificates
General enquiries and answering the switchboard
Communication with the Estates Team to ensure that messages regarding college security, deliveries and health and safety issues  are passed on quickly and appropriately
Issue of student ID badges and challenging inappropriate behavior in the reception area

Be aware of events and activities taking place in the College and direct customers accordingly

	7. Administration services will include 

Process applications for full time, part-time, HE and online courses using using the college’s Student Records system
Support Curriculum teams with communications and reports to parents and carers 
Provide reports on enquiries, applications numbers and local market intelligence to the Head of Marketing to help plan marketing and promotional activity
Work with curriculum and MIS to ensure course information is correct on the College website to enable the correct IAG to be given to potential applicants.

Use ProMonitor to record student information to inform curriculum and Student Central. 

Organise applicant interviews for full time, part-time and HE courses.
Understand and apply fee and funding policy information to enable accurate information is provided to learners about course fees and funding available.


	Promote the College positively at all times when communicating with learners, staff and visitors

	Undertake a First Aid at Work qualification and administer First Aid to staff, learners and visitors as required

	Actively seek and undertake professional development opportunities to ensure skill set remains current and allows innovative and creative evaluation and development of systems and processes that support the teams operations

	Undertake staff development and training as required to that duties can be performed to a high standard

	Comply with the College’s Equality and Diversity policies and comply with all other College Policies at all times.


	Special Features

	Regular evening and occasional weekend work is be required.
No annual leave to be taken from mid-August to the end of September. 




[image: image7]

[image: image9.wmf][image: image10.png]



	Details:

	Job Title
	Learner Experience Assistant (fixed term)

	Department
	Learner Experience


	Qualifications
	Desirable / Essential
	Assessment Methods (AF/QA/I/T)

	2 GCSEs at grades A* - C/ 4-9 or equivalent including Maths and English, or willingness to work towards 
	E
	AF, QA, I

	Nationally recognised IT qualification 
	D
	AF,QA, I

	A Level 2 qualification in Information, Advice and Guidance or a willingness to work towards one. 


	D
	AF, QA, I


	Skills & Abilities
	Desirable / Essential
	Assessment Methods

(AF/QA/I/T)

	Ability to manage a variety of tasks simultaneously
	E
	AF,I

	Ability to apply effective IT skills in the workplace to operate efficiently and maximise systems
	E
	AF,I

	Able to work flexibly and adapt to business and learner needs accordingly
	E
	AF,I

	Excellent communication skills facilitating positive working relationships with staff and learners
	E
	AF,I, 

	Ability to plan and prioritise a busy workload
	E
	AF,I

	Enjoy a varied workload in a fast paced environment
	E
	AF,I

	Passion for working with people and supporting their rights and responsibilities to access learning opportunities
	E
	AF,I

	Willingness to comply with workplace dress code
	E
	AF,I

	Ability to work alone and deliver work to deadlines
	E
	AF,I

	Ability to handle challenging behavior effectively and appropriately
	E
	AF,I


	Experience and Knowledge
	Desirable / Essential
	Assessment Methods

(AF/QA/I/T)

	Ability to use Microsoft Office suite
	E
	AF,I,T

	Experience of applying IT skills to create efficient, accurate and monitored systems  
	D
	AF,I,T


AF = Application Form

QA = Qualification Audit

I = Interview

T = Task
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