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Job Description

Job Title:

LL.B Student Finance Officer
Department:

Finance

Reporting to:

Group Financial Accountant
Location:

Guildford

R&R level:

Team Member 

Subordinates:
None

Date Prepared:
January 2012
Main Function of Job:

To provide financial administration of the LL.B including accounting, credit control, processing and reporting services.

The role requires a flexible approach as a member of the Finance team.
Main Duties:

Operating and controlling all aspects of the LL.B student finance program, including attendance at LL.B meetings in an advisory capacity.
Monitor individual student accounts, monitor outstanding fees from students and fee payers. 
Issuing tuition fee invoices.

Maintain student and course information on the Student Loans Company portal and liaise directly with Student Loans Company.

Focal point for internal and external stakeholders with good practical approach.

Attendance and giving presentations at Open Days.

Liaise with students and parents. 
Draft procedures and train centres administration staff for collection of tuition fees.

Update The College of Law website for student finance loans.

To respond to all enquiries and correspondence relating to the financial aspects of the LL.B course in a customer-focused and timely manner.
To ensure that any outstanding fees are collected in line with Terms and Conditions.
To ensure that the Terms and Conditions are updated, agreed and communicated.

To draft and maintain FAQ’s for The College of Law website.

To liaise with debt recovery agency for collection of overdue debt.

This list is not intended to be exhaustive and other work may be expected as circumstances dictate.

General:

This job description is correct at January 2012.  

Person Specification
Job Title:

LL.B Student Finance Officer 
Department:

Finance

1. TRAINING & EDUCATION

Education
	Essential
	Desirable

	Degree or equivalent
	Part qualified accountant



System Skills

	Essential
	Desirable

	Excel and Word

Use of windows-based accounting system

Use of e-mail

Keyboard skills
	Agresso 


2. EXPERIENCE

	Essential
	Desirable

	Proven experience within a student finance capacity in a Higher Education establishment.

Credit control.
Preparation of internal reporting information on an accurate and timely basis.

Good working knowledge of double-entry book-keeping.

Project Management experience
	Knowledge of Student Loans Company services.


3. SPECIAL SKILLS & KNOWLEDGE

	Essential
	Desirable

	Customer service skills.

Strong interpersonal and communication skills.

Ability to liaise with multiple centres.

Thorough, accurate with close attention to detail.

Working at a senior level on own initiative
	Improvement-orientated.


4. BEHAVIOURAL SKILLS

	Essential
	Desirable

	Excellent verbal communication skills.
Good prioritisation skills.

Enthusiastic team player.

Self starter
	


5.
SPECIAL CIRCUMSTANCES

	Essential
	Desirable

	Flexibility in working hours will be required to meet demands of the role.
Travel to other College Centres will be required
	


ADDITIONAL INFORMATION

The LLB qualification is a new course being run by the College of Law, the course will commence in September 2012 in 4 of our Centres, we anticipate rolling it out to our other centres in following years.

The job description above details the ongoing requirements of the post holder but given the LLB is a new course there are many processes and systems to be developed and then reviewed and maintained. 
G:Lily/LL.B Student Finance Officer (November 2011) JD & PS 


