[image: ]
	Job title: Student Services Adviser
Reporting to: Student Services Manager
Base: Broomfield Hall

	Hours: 37 hours per week, 52 weeks per year
Contract Type: Support 
Holidays:20 days per year subject to service increases (5 days increase after 5 years); plus 6 College closure days per year where applicable and 8 statutory days
Salary: £23,336 per annum

	Job Purpose

[bookmark: _Hlk155359933]To provide high-quality customer service, application processing and information, advice and guidance (IAG) to Derby College applicants and students from beginning to the end of the student journey.  Processing admissions from start to finish, acting as the first port of call for potential applicants processing them through to enrolment.  To develop effective working partnerships with college teams to ensure an outstanding student support experience.  
   

	Key Responsibilities

· Responsible for processing applications within agreed timeframes for a caseload of students from initial application through to enrolment.  Ensuring that a high level of customer service is delivered at all stages of the admissions process for new and progressing Derby College students.  
· Provide administrative and customer service support for the admissions process to ensure students are provided with an efficient and professional service.
· Provide impartial IAG to agreed quality processes and standards on opportunities for study, training and progression to existing and prospective students.
· Support the co-ordination and delivery of pre-entry information and advice events (on and offsite).
· Work towards key performance indicators set for the student services department.
· Champion and promote a high-quality support service and contribute actively to service development to achieve excellence.
· Liaise with and support faculty areas in relation to all student support services and develop exceptional working relationships within all areas of Derby College. 
· Provide a Student Services helpdesk enquiry service including in person, via email and telephone.
· Keep up to date with college programme provision, progression routes and local / national opportunity structure.
· Provide an effective signposting and referral service to college support services and external agencies for students.
· Process applications including data inputting, setting up interviews (liaising with curriculum/departmental staff to coordinate this), making offers, preparing documentation, and recording acceptance of places and withdrawals.
· Manage data on database(s) to ensure it is accurate, complete and entered in a consistent format.
· Work in partnership with Marketing to contact potential students and deal with enquires.
· Provide an efficient and effective enrolment service including the issuing of ID badges, and fee assessment and fee payments. 
· Accurately record and support interventions and activities with Students and undertake any related administrative tasks.
· Provide a professional customer service to both internal and external customers.
· Attend meetings and participate in staff training events to maintain relevant skills and knowledge as appropriate.
· To take responsibility for ones own professional development and continually update as necessary.
· 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.
· Undertake any other duties and responsibilities as may be reasonably required by senior personnel in response to changing demands in personal, sectional or the College’s workload.
· The department operates between 8.00am and 5.00pm and therefore flexibility will be required by the successful candidate as the shift times may vary across the working week. 


	Person Specification

	Competencies

Essentials

· Effective interpersonal skills
· Good communication skills at all levels both in writing and orally
· Able to deliver excellent customer service to people from a wide range of social, cultural and ethnic backgrounds
· IT literate and comfortable working with different IT systems and processes, including Microsoft Office 
· Highly organised with good attention to detail, achieving high levels of accuracy
· Able to prioritise work and meet deadlines
· Ability to work on own initiative and collaboratively with colleagues 
· Adaptable and flexible
· Accurate data inputting and management


	Knowledge and Experience

Essential
· Knowledge of Data Protection and GDPR legislation, always ensuring full compliance
· Awareness of the College as a business and its corporate image
· Awareness of Further Education within the education structure

Desirable
· Knowledge of the variety of courses offered by Derby College Group
· Awareness of Government initiatives and potential impact on students
· Awareness of progression pathways and qualification structures
· Experience of inputting on and maintaining Student Databases
· Working with students in a FE Environment


	Qualifications

Essential
· [bookmark: _Hlk100740148]NVQ Level 3 in Advice and Guidance (or willing to work towards) 
· Level 2 maths and English (Grade A-C, 4+ or equivalent)

Desirable
· NVQ Level 3 Qualification in Customer Service or Administration (or equivalent)
· Level 2 IT Qualification
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