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Job Description

Student Records and Applications Assistant 
Title of Post:

Student Records and Applications Assistant
Grade:


Scale 4

Section:

Funding
Hours:


36 hours per week, 52 weeks per year
Reporting to:

Operations Manager
Base:


Based at Richmond, with the requirement to work at Harrow and 



Uxbridge if/when required (likely to occur during enrolment period in 


August/September)
MAIN SCOPE OF POST

To assist with the recording of student applications and enrolments, including the input of information to the College computerised records system and other related tasks.

DUTIES:
1. To assist with input and maintenance of information about students, courses, employers and schools on the College computerised student records system and the paper-based filing system.

2.
To deputise for the Senior Student Records/Admissions Officer in times of absence.

3.
To be familiar with the requirements of external bodies for College student records data, and the restrictions of the use of such data imposed by the Data Protection Act.

4.
To assist in ensuring that the information kept on the student records system is accurate and sufficient to meet internal and external requirements.

5.
To liaise with the Examinations Team/Funding and Compliance Team to ensure consistency and accuracy of information held on the student records system.

6.
To produce class lists, address labels and reports from the student records system on request.

7.
To liaise with Heads of School/Curriculum Managers.  

8.
To take an active role in ensuring the business processes are effective and efficient and suggest ways they can be improved.

9.
To prepare and dispatch letters inviting students and applicants to interviews, enrolment and induction sessions and to notify applicants of the outcome of interviews.

10.
To answer applicants’ queries about progress with their applications.

11.
To prepare audit documents and take an active role in audits.

12.
To assist in the preparation of enrolment training materials and participate in the training sessions.

13.
To participate in the enrolment process, including evening and weekend sessions as required, to involve enrolling students, assessing of fees, input of fees and charges on the student records system and receipting of payments.

14.
To assist in the supervision and training of temporary staff employed for input during enrolment and other busy periods.

15.
To guide students with regard to options for payment of fees and charges.

16.
To prepare student references and status letters as requested, including Home Office letters for overseas students, confirmation of student status letters, confirmation of learning programme letters, employers’ letters and administer requests for student references.

17.
Process student refund requests.

18.
To ensure workload is prioritised enabling achievement of deadlines.

19.
To assist other teams in the Finance Directorate at peak times as required.

20.
To provide cover for other Finance Directorate staff as required.

21.
To be familiar with the requirements of external bodies for College students records data and the restrictions of the use of such data imposed by the Data Protection Act and GDPR.

22.
To comply at all times with the College’s financial regulations.

23.
To be fully conversant with learner eligibility rules as prescribed by the funding bodies.

24.
To ensure the learner eligibility rules are applied to new intakes across all delivery modes and external partner provision.

GENERAL:
1. To take an active part in the appraisal and mentoring processes.

2. To comply with all relevant Health & Safety Regulations and assist the College in the implementation of its own Health & Safety Policy and Safeguarding Policy.
3. To comply with and actively promote the College’s Equal Opportunities Policy.
4. To participate in and contribute to the College’s in-service and training activities.

5. To carry out all other duties as may be reasonably required.

Safeguarding Children and Vulnerable adults
· Understand and comply with Safeguarding legislation and ensure that best practice is embedded in all working practices as required.
· Commitment to Safeguarding and promoting the welfare of children and vulnerable adults, ensuring that this commitment is demonstrated in all aspects of the role as appropriate.

	Further Education is an every changing service and all staff are expected to participate constructively in College activities and to adopt a flexible approach to their work.  This job description will be reviewed annually during the appraisal process and will be varied in the light of the business needs of the College.


Student Records and Applications Assistant
Person Specification
	
	Essential
	Desirable
	How assessed?*

	Qualifications
	
	
	

	· Good standard of general education (GCSE or equivalent including Maths and English at minimum of Grade C / 4 or equivalent)
	(
	
	AF/Cert

	Knowledge, Skills & Experience
	
	
	

	· Experience of administration within a busy environment
	(
	
	AF/IV

	· Excellent customer service skills
	(
	
	AF/IV

	· Good verbal and written communication skills
	(
	
	AF/IV/T

	· Good IT skills including experience of using databases/systems
	(
	
	AF/IV/T

	· Experience of inputting large volumes of data efficiently and accurately
	(
	
	AF/IV

	· High level of accuracy and attention to detail
	(
	
	AF/T

	· Good organisational skills and the ability to meet deadlines
	(
	
	AF/IV

	· Good literacy and numeracy skills
	(
	
	AF/T

	· Experience of working in an educational setting (e.g. college, school or university)
	
	(
	AF/IV

	Personal Attributes/Other 
	
	
	

	· Willingness to work flexibly
	(
	
	AF/IV

	· Ability to work effectively as part of a team
	(
	
	AF/IV

	· Understanding of and commitment to Equality and Diversity and Safeguarding in education
	(
	
	AF/IV

	· Willingness and ability to work some evenings and work across other campuses (Harrow and Richmond) when required, expected to be mainly during enrolment periods
	(
	
	AF/IV

	Competencies
Support staff should be able to demonstrate competency in the following areas:

Communication

Planning and Organising

Working Together 

Customer Services

Adaptability/Flexibility


	(
	
	AF/IV


*Evidence of criteria will be established from:

AF = Application Form

Cert = Certificates checked on induction 

IV = Interview

T = Test (Micro-teach/Skills test)
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