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Job Description

Job Title:

Student Services Administrator (Course Administration)
Department:

Administration

Centre:

London Moorgate

Reporting to:

Administration Manager

Date Prepared:
February 2012
Main Function of Job:

Provide high quality administration and customer service support to students, staff and visitors to the Centre covering all courses and operations.  

In addition to the duties and responsibilities listed below, the job holder is required to perform other duties assigned by the manager from time to time.

Main Duties:
· Provide comprehensive information to all students, delegates, staff and visitors in a friendly and informative manner via telephone or face to face contact.

· Understand and execute course administration procedures for all aspects of Centre administration in close liaison with relevant staff and be able to advise as necessary.

· Ensure accurate and timely updating and maintenance of the College’s computerised student records system (Unit-E).

· Assist with the administration and provide support for Centre functions (including open days, enrolment and registration days and other events).

· Assist with the accurate and efficient production of Learning Contracts where students require extra provision for their course and/or assessments, and ensure that documentation is in accordance with college policies.

· Update the absence recording database and ensure a high level of pastoral care as appropriate.

· Assist with the production and distribution of student information (including assessments timetables and exam results where required).
· Assist with the administrative processes associated with student requests for alternative sessions
· Undertake a wide range of general course administrative duties (class allocation, preparation of class registers, processes necessary for compliance with UKBA regulations for non-EEA students)
· Adhere to College Health and Safety and security procedures in relation to staff, students and visitors.

· Assist with the collection, recording and banking of student fees.

· Organise the distribution of books and materials to students and staff at the start of term and during elective choices.

· Participate in multi-skilling initiatives and rotas as required to provide administration support for Centre Careers and Library Services (e.g. Careers: liaise with Careers Consultant(s), administer the vacancy bulletin, maintain the careers library.  Library: provide cover at the Library Enquiry Desk during holiday periods, re-shelve books and journals)

· To promote and sustain a constructive, supportive and friendly working relationship with all customers, external and internal, immediate and senior management and other work colleagues.

General:

This job description is correct at February 2012.  It may vary in consultation with the post holder to reflect the developments to the job. 

The College operates a no smoking policy.

Signature of Job Holder: …………………………………

Date: ………............

Person Specification
Job Title:
Student Services Administrator




Location: London Moorgate

1.
PHYSICAL
	Essential
	Desirable

	Good attendance record

Smart, presentable appearance
	


2.
TRAINING & EDUCATION


Education

	Essential
	Desirable

	Further or higher education level

GCSE Maths and English or equivalent
	



Skills

	Essential
	Desirable

	IT literate including Microsoft Office

Highly literate and numerate

Organised and methodical
	Customer care training


3.
EXPERIENCE
	Essential
	Desirable

	At least 2 years’ experience working in a busy administrative role within a customer oriented environment.

Working under pressure to meet targets

Problem solving
	Experience in a similar role


4.
SPECIAL SKILLS & KNOWLEDGE

	Essential
	Desirable

	Excellent oral and written communication skills

IT literacy 
Excellent attention to detail
	Use of a student records database




5.
BEHAVIOURAL SKILLS
	Essential
	Desirable

	Team player

Self motivated

Excellent interpersonal skills

Credibility

Organised with excellent prioritisation skills

Attention to detail

Able to deal calmly and confidentially with difficult situations

Ability to multi-task and deliver results.
	


6.
SPECIAL CIRCUMSTANCES
	Essential
	Desirable

	Flexibility in working hours will be required to meet demands of the role
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