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	POST TITLE:  Bursary Officer

	OLDHAM COLLEGE 
	SECTION:  Student Services

	
	GRADE:  Scale 4
	Full Time - Permanent


1.
Main Purpose of Role:
To be responsible for the accurate disbursement of the various College bursary funds, providing high-quality administrative tasks, demonstrating good organisation within an ethos of equality of opportunity.
To provide an initial point of contact for all bursary services offered by Oldham College, in person, through telephone and e mail, maintaining best practice of customer care at all times.
To promote and provide excellent customer service internally and externally in all areas of the role.
To provide initial bursary advice and information, ensuring that queries are resolved as soon as possible.
2.
Main Duties and Responsibilities:  


Bursary 

2.1
To work in close liaison all members of the Bursary Team and to take shared responsibility for the various bursary allocations.  Review bursary applications ensuring eligibility is in line with the policy and arrange the distribution of the bursary funds accordingly
2.2
Produce payments or financial support in other means, as required to reimburse learners for items required against the bursary funds. 
2.3
Timely application of College meal allowance to all eligible learners though the cashless system. 
2.4
To be responsible for monitoring projected and actual expenditure of all student funding and ensuring that electronic data is current and accurate
2.5
To carry out regular attendance checks on students receiving funding, liaising with Curriculum Leaders where necessary.
2.6
To ensure administrative and organisational tasks are carried out efficiently, effectively and to meet deadlines.
2.7
To deal with enquiries, advise and assist customers and College staff, and provide current and accurate information

2.8
To ensure the accurate and prompt maintenance of information and record systems, and provide reports as required for Senior Managers and relevant funding bodies
2.9
To be responsible for processing applications in a timely manner
2.10
To carry out a range of duties using a variety of Microsoft packages – also including data input, photocopying, preparing leaflets and filing.
2.11
To arrange, handle and manage payments to and from students, using a variety of methods from BACS transfers to cash and cheque payments when required
2.12
To carry out individual customer interviews and assessments, when required.
2.13
To liaise with relevant College Staff, College partners, external agencies, parents/guardians and suppliers.

2.14
To develop and maintain up-to-date working knowledge of all available student finances and advice on funding and other changes.
2.15
To ensure the maintenance of confidentiality at all times.
2.16
To ensure that equal opportunities values and issues of managing diversity are integral to all areas of work.
2.17      To be responsible for promoting and Safeguarding the welfare of children, young persons and/or vulnerable 
             adults for whom you provide advice and/or guidance, support, or come into contact with as part of your role.     

             You will be expected to share the College's commitment in this respect.

2.18     This job description is a summary of the key areas of responsibility.  It is not a definitive list.  You are required   

              to work flexibly to meet the needs of the service and along with your line manager, make suggestions to vary 
              the scope and application of your responsibilities within a reasonable framework appropriate to this level of 
              post.
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3.
Generic Framework - Scale 4

3.1.
Scope



Duties will normally be assigned within procedures or following guidelines, but will involve decision making or choices of action within defined lines.

3.2.
Work Complexity

Carry out involved tasks within the context of own job function with other more general work from areas not restricted to own job function.

3.3
Accountability



Supervision and guidance will be less constant.  Discretion will be expected regarding work selection within prepared plan, with reference to supervisory/senior staff in regard to queries

3.4.
Supervisory Responsibilities



Will be expected to supervise a limited number of other staff and/or oversee and assist students.

3.5.
Standards

Must demonstrate at all times the highest standards of work output, striving to achieve an ideal of "right first time" and accepting responsibility for customer care.

3.6.
Flexibility

Must demonstrate flexibility, in responding to changing demands in personal, team or department workload.

3.7.
Attitude

Will be expected to show initiative, in dealing with unusual situations and an attitude of wanting the organisation to succeed in its objectives.

3.8.
Communication

Will be expected to develop oral and written communications which convey clearly the messages of the organisation to best effect.

3.9.
I.T.

Will be expected to use the full facilities of all information technology provided for carrying out the duties of the post.


4.
Contacts  


All College Staff, Head of Student Services, Bursary and Customer Enquiries Team leader, Finance, Management Information Heads of Faculty and Curriculum Leaders

Students


External agencies


College partners


Members of the public

_______________________________________________________________________________________

5.
Relationship to other posts 


Responsible to:

Bursary and Customer Enquiries Team Leader
______________________________________________________________________________________

6.
Oldham College Commitments
-
All employees of Oldham College Corporation are required to actively promote and work within the policies, 

procedures, regulations and codes of conduct of the Corporation.

-
All employees of the Corporation are required to work within and contribute to the achievement of the College strategic plan.

-
All employees of the Corporation are required to undertake such professional development and skills updating as required by the Corporation and/or required by the changing demands of their role.

-
The post holder may be required to undertake any additional, reasonable duties in order to progress the needs of the organisation.

-
The College is committed to providing a safe environment in which children, young people and vulnerable adults can develop educationally, socially and emotionally, free from abuse, and expects all members of staff to share this commitment.
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PERSON SPECIFICATION

POST: Bursary Advisor
The following person specification has been developed to provide candidates with a general understanding of the main standards of competence and experience we believe are essential to successful performance in this job role.

You should, therefore address these key areas in your application submission providing evidence wherever possible.

You should be aware that this organization takes very seriously its commitment to serving our students, staff and the wider community through staff who are themselves motivated towards delivering a quality service and whose approach at all times reflects a professional customer care oriented approach.  We regard these qualities as essential and will only appoint staff who can support the College in promoting an ethos of equality for all within, our developing multicultural diverse organisation.

Assessment:  Items marked with a * are short listing criteria, all other criterion will be assessed at interview and/or by other assessment methods.

	Qualifications
Essential:
	Evidence Required


	GCSE English Grade 4 or above.


	*

	GCSE Maths Grade 4 or equivalent.


	*

	IT qualification and/or demonstrate IT literacy
	*

	DESIRABLE:
	

	Financial qualification at any level.


	*

	Minimum Level 3 qualification in Administration or equivalent.


	*

	Skills, Knowledge & Experience
Essential:
	

	Considerable relevant previous experience of administrative work in a busy office environment.
	*

	Experience of working in a finance/accountancy role.


	*

	Experience of working in a customer-centred environment, face to face and over the telephone, with a wide range of people.


	*

	Experience of interviewing individual clients as well as talking to groups of people.


	*

	Experience of working under pressure and multi-tasking in a busy environment.


	

	Experience of working as a member of a team.


	*

	Experience of absorbing and summarizing complex information and advising others on this.


	

	Ability to work on own initiative, make decisions, prioritise own workload and that of others to meet deadlines and targets.
	*

	Experience of initiating and carrying out developments.


	

	Good IT skills with experience of developing and maintaining computerised information systems, spreadsheets and databases.


	

	Excellent interpersonal and communication skills, both verbal and written.


	

	Ability to support and promote equality and respect for diversity in all aspects of the work.


	

	DESIRABLE:
	

	Knowledge or experience of working in an educational establishment especially with Student Finances
	*

	Knowledge of a community language.
	*

	Knowledge of benefits and welfare rights
	*

	Attitude & Motivation
essential:
	

	Suitability to work in an environment where the provision of advice and/or guidance, support or contact with children, young persons and/or vulnerable adults will be required.
	

	Proactive.
	

	Quick to learn.
	

	Co-operative, responsive and enthusiastic.
	

	Other Work Related Requirements

essential:
	

	Prepared to update skills.

	

	Willingness to work flexibly, extra hours, evenings and Saturdays, as required.
	


1

