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	Team:
	Student Services



	Salary:
	Scale 4 £22,633.18 to £24,633.14 per annum.



	Job Summary:
	Newham Sixth Form College (NewVIc) is London’s largest sixth form college. It is a vibrant centre for sixth form education with the great majority of students coming from our local schools in Newham.  Our mission is to create a successful learning community and our values are:

· excellence and achievement; setting high standards and high expectations 

· respect for everyone; valuing diversity and promoting equality 

· education for everyone; attracting and including new learners 

· education of the whole person; for personal and social development 

· accountability; responding and contributing to our communities

· honesty, openness, trust and sensitivity in everything we do




We are seeking to appoint an approachable and organised Student Finance Officer to take a lead on all aspects of financial support for students.

The Student Finance Officer works within the welfare and guidance team and will have responsibility for administering the Learner Support Fund. The post-holder will also provide information, advice, guidance and support to students on sources of financial support, benefits, debt and money management. The ability to accurately record, manage, analyse and report on information and keep up-to-date with changes and developments is key. In addition, the adviser works with the Tutor and external partners to arrange, develop and deliver group sessions to students on topics relating to student finance, helping the students in the college to achieve economic wellbeing.

The post holder is responsible for developing, promoting and running a comprehensive financial support service for students and for ensuring that all students in the college are able to avail of any financial support they are entitled to.

The role involves promoting and administering Learner Support Fund (LSF), Care to Learn, and the student Oyster card schemes. Very good communication, information management and administrative skills are essential.

The post holder must be empathetic and student-centred in approach and to use tact and sensitivity in dealing with sensitive personal issues. The ability to demonstrate excellent customer care skills is an essential element of this role.

At New Vic we strongly believe in team working and see this as one of the reasons for our success. 
The Student Finance Officer works with colleagues within the Student Services department, to provide an integrated support service for students; all members of the student support team work together flexibly to keep the student experience in centre focus.

This is an excellent opportunity to take responsibility for an important aspect of student support that can make a real difference to students' current and future success.

A full job description for this post is attached to give you more information. information.

Closing date:  12.00 noon Friday 13 October 2017            

Interview date: Friday 20 October 2017 
	Vacancy ID:
	OP/06


	Application process:


	For an application form please visit our website www.newvic.ac.uk or email jobs@newvic.ac.uk or call the recruitment line on 0207 540 6921

	Selection process:
	Candidates are shortlisted on the basis of their written application and the extent to which they meet the standard criteria.  You are advised to ensure that you use your supporting statement to indicate the extent to which you meet each of the criteria in the person specification below.

Shortlisted candidates will be invited in for a selection day that may include a briefing, a written assessment, a practical test and an interview.



Reports to:     Welfare and Guidance Manager

Responsible for:  N/A

Main Activities:

Advice, Information and Guidance
1. Inform, advise and support students and prospective students on financial issues affecting their participation in college life such as:-

a. Grants and finance for Further Education 

b. Social security benefits

c. Charities and educational trusts

d. Immigration and residence status

e. Childcare

f. Debt/money management

g. Student travel schemes

2. Deliver the above information, advice and support service through a range of methods:

· Drop-in clinics

· Confidential 1:1 advice sessions

· Group sessions for tutor groups

· Presentations and events

· Individual support and training sessions for tutors and student services     
       staff

Liaison

3. Liaise closely with all academic and support staff as appropriate, particularly tutors and other members of the student services team. Ensure that students' financial support needs are met, accepting referrals and referring students on to other sources of support where appropriate.

4. Actively promote financial support to students a range of methods including leaflets, websites, events, notice boards and group talks to ensure all students have equal access to the support available.

5. Create and maintain links with a comprehensive range of local and national support agencies (for example, government departments and citizens advice bureau) and refer students to these agencies as necessary. Identify opportunities for partnership working with appropriate outside agencies.

Information Management

6. Provide and maintain up-to-date information resources relating to student finance and immigration in a range of formats.

7. Underpin financial information, advice and support with relevant and up-to-date information, gathered through research, training events and regular updating via local and national networks and information sources. Keep up-to-date with changes in student support regulations, social security benefits and immigration issues.
8. Inform tutors, student services colleagues and senior managers of changes in student finance issues as appropriate.

Financial Support

  9.  a.
Administration of the Learner Support Fund (LSF), including:


b. Promotion of appropriate financial support available

        c. Administration of the Free School Meals Scheme

d. Develop and administer college guidelines and processes for the distribution of LSF for students, in line with government and other external initiatives and funding methodology

    
e. Process student applications and eligibility for LSF

    
f.
Allocation and payment of LSF

   
g. Prepare payroll for student payments

   
h. Accurate data recording and updating of system records

  
 i. Prepare and manage support within the ILR. 

   
k. Keep up-to-date with funding regulations

Attendance Monitoring
10. Monitor and Process data information relating to student attendance
      a. Amend student registers

      b. Dealing with absence queries

      c Help investigate fraudulent authorisations

      d Responsible for exceptional authorisations

11. Undertake all administration relevant for the College Bursary Care to Learn and Oyster card and any additional support schemes, ensuring that all the relevant student information is accurate and sent to the appropriate agency in a timely manner. Support students to apply for these schemes and deal with any queries relating to eligibility, applications, payments and attendance.

Quality
12. Work with the Welfare and Guidance Manager to monitor and evaluate student participation and satisfaction levels relating to financial support as well as the impact of financial support on student success rates. Take an active approach to ensure continuous improvement in the area.

General
13. Take an active role in departmental and cross-college meetings and working groups.

14. Assist cross college colleagues in staffing events for students e.g. enrolment, open evenings, parents' events, student interviews, taster days, induction, student social events, HE and jobs fairs.

15. Participate in periodic departmental self-assessment exercises and undertake service development projects as required.

16. Deliver staff development sessions relating to financial support for students.

17. Participate in, and co-operate with, own Job Review and Staff Development Interview to ensure that job related targets are met.

18. Undertake any other duty as required by the line manager.

19. Undertake any training relevant for the post.

Please note that the post holder will be expected to carry out other duties which may arise from time to time and which may reasonably be  expected to fall within the remit of the post

Other information

Health and Safety - all employees must comply with the requirements of the Health and Safety at Work Act 1974 and affiliated regulations. Employees are also required to comply with the college’s Health and Safety Policies and take reasonable care for the health and safety of themselves and of other persons who may be affected by their acts or omissions. Where the college has a statutory duty with regard to health and safety employees are required to co-operate with the college and its managers and officers so far as is necessary to enable the college to meet that duty. This includes using equipment in accordance with training and instruction and the reporting of serious dangers to your own or others’ safety.

Equality – the postholder must be committed to the college’s Equality and Diversity Policy and advancing equality through our Equality Objectives.

Performance – the postholder will be required to participate in performance reviews and undertake a plan of training where necessary.

Confirmation of appointment is subject to a satisfactory 10 month probation period.

The post holder will be required to adhere to College policies and procedures.

In addition to the responsibilities listed above, all employees must be adaptable in their approach and undertake other duties that are commensurate with postholder’s level, wherever they may be, to achieve the objectives of the College.

This post is based at Prince Regent Lane but the postholder may be required to move their base to any other location within the college at a future date.

We are committed to safeguarding and promoting the welfare of children and young people and expect all staff to share this commitment.

The post holder will be required to undertake a disclosure and Barring Service check. Criminal convictions will only be taken into account when they are relevant to the post.

Further Information

· The college operates a smoke-free policy and the post-holder is prohibited from smoking in any of the college's buildings, enclosed spaces within the buildings, and college vehicles.   Staff will not be released for a break that is specifically for smoking.

· NewVIc supports the professional development of its staff.  The strong team culture in the college provides a stimulating environment in which to develop your skills.  Development needs are discussed during the appraisal process and there is a generous budget for staff development requests that support team and college objectives.

· This post is eligible for membership of the Local Government Superannuation Scheme.

THIS JOB DESCRIPTION IS SUBJECT TO ANNUAL REVIEW


	The requirements detailed below are all essential or desirable for the post. You should demonstrate how you meet them all in your application.

Skills

1. Excellent communication skills, including the ability to effectively communicate with Young People through a range of methods, often dealing with sensitive of difficult information. (ESSENTIAL)

2. Ability to manage and analyse large volumes of information including recording and reporting of accurate and relevant data. (ESSENTIAL)

3. Excellent organisational skills, with ability to administer, evaluate and improve systems and processes. (ESSENTIAL)

4.  High computer literacy, including good working knowledge of MS Excel (including data manipulation and analysis); MS Word (including mailmerge) and confident learning/using in house database systems. (ESSENTIAL)

Qualifications and Experience

1. Level 3 qualification, (with min A-C GCSE Maths & English or equivalent) (ESSENTIAL)

2. Experience of working with children or young people (ESSENTIAL), ideally in an advice and guidance capacity. 
3. Working knowledge of funding options and other financial assistance available to young people in education, including assisting students/organisations in identifying and applying for bursaries/grants. (DESIRABLE)
4. Level 3 Advice, Information and Guidance qualification (DESIRABLE) 
Other

1. Commitment to ensuring service provided promotes equality of opportunity; equal access to services and values diversity. (ESSENTIAL)

· Ability to work both independently under own supervision and also work collaboratively with a range of cross-college staff to ensure high standards of student support. (ESSENTIAL)


Useful websites

NewVIc

www.newvic.ac.uk
The college’s own website.

Newham Council

www.newham.gov.uk
The website of Newham Council.

www.london.gov.uk 

The website for the Government Office for London.

The 2015 Ofsted inspection report on NewVIc

http://www.newvic.ac.uk/news/publications/OfstedIinspection2015.pdf
.
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