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JOB DESCRIPTION

	Job Title: Student Financial Support Advisor
Reporting to: Team Manager – Inclusion, Deaf Access & Funding
Base: The Joseph Wright Centre or Broomfield Hall

	Hours                                32.5 hours per week, 40 weeks per year
Contract Type                  Support 
Holidays                           20 days per year pro rata
Salary                               £22,438 per annum pro rata (actual salary is £17,433 for 32.5 hours)

	Job Purpose
To provide high quality and accurate information, advice and guidance to prospective and existing students regarding financial support available at DCG.  To process applications for student bursary, enter bank details, arrange payments and administer travel and meal passes.  To liaise with students, parents, colleagues and external agencies to provide a high quality and positive experience for students at DCG.
   

	Key Responsibilities
1. Provide high quality information, advice and guidance to existing and perspective students, parents and colleagues on financial support for travel, course expenses, childcare and meals available to students at DCG.
2. Assess Student Financial Support applications within agreed timescales, scrutinise evidence of income and communicate efficiently with the student through each stage of the process, providing a professional and high quality service throughout.
3. Comply with all DCG, ESFA and GDPR policies and procedures in handling personal, sensitive and bank details of students and parents.
4. Input and retrieve data from DCG systems in an accurate and efficient manner, assisting with the preparation of reports, balance sheets and related documentation as required.
5. Responsible for making BACS payments to students and suppliers for travel costs, childcare and/or equipment required for effective study.
6. Record meetings and agreements regarding travel arrangements and attendance on college systems and liaise with relevant colleagues accordingly. 
7. Liaise with Pastoral, Curriculum, Student Services and Inclusion and Support colleagues to improve attendance, engagement and experience of students at DCG.
8. Work with the wider service for students’ team to provide a welcoming and efficient enrolment service for all new students.

9. Share best practice in the immediate team and through collaboration with other areas in the college to improve and maintain essential skills and knowledge.
10. Set up and co-ordinate dates and attendees for activities such as induction & training events.
11. Attend pre-entry information and advice events across college sites, at outreach centres and in schools as and when required.

12. Keep up to date with changes in government funding legislation, local travel initiatives and PPE equipment and uniform requirements for courses to maintain high standards of provision for students receiving financial support at DCG.
13. Confidently communicate and liaise with external agencies such as Social Care, Children’s Services, transport companies, childcare providers and equipment suppliers in a professional and efficient manner.
14. Work with colleagues in Marketing, Finance, Student Services and IT departments to promote opportunities for help through the Student Support Fund.
15. Provide regular bursary clinics and drop-in sessions across college sites and community outreach centres.
16. Carry out general administrative duties associated with the day-to-day provision of Student Financial Support.
17. Remain compliant with all government legislation and guidelines and assist and comply with internal and external audits.
18. Through face-to-face and virtual meetings and collaborations, initiate, contribute and participate in projects and initiatives designed to improve the student experience at DCG. 

19. Become actively involved in setting, monitoring and reviewing quality standards within the immediate Student Financial Support Team and the wider area of Services for Students.
20. To take responsibility for ones own professional development and continually update as necessary. 

21. Proactively promote and comply with all relevant college practice, guidelines, policies and procedures, and legislation, including but not limited to: Safeguarding, Equality and Diversity, Health and Safety, and Data Protection.

22. Undertake any other duties and responsibilities as may be reasonably required by senior personnel in response to changing demands in personal, sectional or college workload. 


	Competencies
· Able to communicate confidently and clearly at all levels, both verbally and in writing
· Highly organised with good attention to detail and able to prioritise work
· Able to work under pressure, maintaining high levels of accuracy to meet targets and deadlines
· Competent in the use of all Microsoft Office tools and applications
· Confident in challenging and querying information and data to ensure accurate reporting 
· Able to work as an effective and contributory member of a team
 

	Experience
· A minimum of 12 months’ administration experience, preferably in an educational setting
· Experience of using financial control software
· Experience of educational monitoring software


	Qualifications

Essential:

· Level 2 English

· Level 2 Maths

· Level 3 Information, Advice and Guidance (or willing to work towards)

Desirable:

· Level 2 IT 

· Level 2 Business Administration




3

