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Reporting to the Student Services Administration Lead

Grade: 	Sixth Form Colleges’ Support Staff Pay Spine, Point 6
Hours: 		Up to 37 hours per week, whole year or TTO + 2 weeks

You will have responsibility for operation of the College Switchboard, Reception and clerical support to the Student Services Administration Lead and student attendance systems and assisting with general office work as work levels permit.

You will be based at either the Prior Pursglove or Stockton Sixth Form College site.


Main Responsibilities

1. Dealing with staff and student enquiries
2. Operation of the College switchboard and communication systems, ensuring messages are relayed promptly and effectively. On occasions (for example holiday cover) this would be part of a rota ensuring full cover throughout the College day.
3. Reception of visitors and contractors, ensuring they are signed in and out of the premises and issued with visitor badges, and enquiries are dealt with promptly and effectively
4. Provision of clerical support to the Student Services Administration Lead and student attendance system including input of telephone messages and attendance data, flagging up patterns of student calls as appropriate
5. Be the main contact point for students’ enquiries and provider of information on a whole range of topics, for example, grant applications, college transport, lockers, and timetables.  Taking money and issuing receipts as appropriate.
6. Administrative support for staff including photocopying and reprographics service, working with Office software and making meeting arrangements 
7. Records maintenance
8. Perform student attendance administration including providing reports
9. Open and distribute incoming post and parcels and frank outgoing mail
10. Produce mailings, including individual letters and large mail shots and ensure a sufficient supply of forms is maintained
11. Administrative support at events such as Open College events and Parent Consultation evenings
12. Administrative support for trips
13. Receive, chase and issue payments from/to students 
14. Provide occasional cover in the main office or Resource Centre
15. Deal with other administrative and general office duties as required
16. Assisting the Student Services Administration Lead in other aspects of support as work levels permit.
17. Carrying out such similar duties as may be required by the Chief Executive Officer, commensurate with the post.

This job description sets out the main responsibilities for the postholder, but is not intended to be an exhaustive list. Specific duties may change from time to time without changing the general nature of the post and the postholder is expected to be flexible in the range of responsibilities they undertake commensurate with the responsibility and salary
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Essential:

· Excellent communication skills with an ability to relate to people from a wide variety of backgrounds and of all ages
· Committed to providing a quality customer service
· Deal with demanding situations and requests in a calm, reassuring manner with a view to achieving a positive outcome. Dealing with students to ensure they have positive behaviour.
· Educated to GCSE level or equivalent NVQ level 2
· Good Office software skills
· Flexible approach to meeting the demands of the team as a whole
· Ability to prioritise and organise a varied workload
· Smart appearance
· Ability to work independently and with initiative, whilst being a good team player


Desirable:

· Experience in dealing with campus users at a reception or service desk
· Knowledge of student welfare demands and issues, how to provide information and support.
· Cash handling experience
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