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	Job Title:


	Student Helpdesk Administrator

	Post No:
	

	
	
	
	

	School/

Directorate:
	Curriculum & Operations
	Department/

Team:
	Student Support


	Reports to    (job):
	Student Services Team Leader

	
	

	Responsible     for (jobs):
	Student Services Support



Job Purpose
	Responsible for answering student enquiries to the helpdesk, both face to face and telephone and administrative tasks within Student Services, across multiple sites.



Main Responsibilities

	1.
	Dealing with student enquiries (face to face and telephone) and referring as appropriate.

	2.
	Liaise with the Emotional Health & Wellbeing team with appointments and administrative duties. To provide students with information about the EHWB service and signpost where necessary.

	3.
	Actively obtain client feedback (face to face and telephone) on the services provided by Student Services staff and record details.

	4.
	Issue student travel passes, free college meals and Certificates of Student Status.

	5.
	Process, assess and record bursary applications and respond to queries from parents and students regarding financial support. This may include welfare payments as and when required and will require liaison with the colleges finance department to ensure payments are made.

	6.
	Undertake data entry, word processing and photocopying as required.

	7.
	Highlight “At Risk” students and record intervention need and liaise with appropriate staff to explore opportunities to assist students with the removal of barriers to their education and improve retention of students.

	8.
	Promote travel options for students and arrange travel passes when required and record them appropriately.

	9.
	Order any stationery for Student Services staff as required and maintain Purchase Order processes.

	10.
	Order and maintain supplies of current information on student welfare issues and liase with external agencies.

	11.
	Be flexible to cover other functions within Student Services such as covering reception or other student/ visitor facing activities.

	12.
	Oversee the student common room/Hub and liaise with the Student Services Team Leader to action any behavioural and disciplinary actions required as per the college Student Behaviour and Disciplinary Policy. 

	13.
	Support College promotional events as and when required, which may involve evening and weekend working hours.

	14.
	Attend appropriate training and be a part of the college’s first aid rota.

	15.
	Work flexibly, undertake training and development, and undertake such other tasks as may be required or directed from time to time to meet the needs of the College, this may include some lone working.

	16.
	Support and promote the College’s equal opportunity, diversity, health and safety, and other policies, processes and objectives.

	17.
	Shrewsbury Colleges Group actively promotes a ‘safeguarding’ culture. As such, employees are expected to carry out their role and responsibility in relation to student welfare. Employees are expected to access PREVENT and child protection training in accordance with their role and be aware of who to contact and what action to take if there are concerns regarding the welfare of all students. We are committed to ensuring that all employees are supported in respect to their safeguarding duties.

	18.
	Work positively to suggest and deliver quality improvements for your area. Engage with all quality improvements agreed for implementation from both internal and external sources.


Person Specification

	Criteria


	Essential
	Desirable

	Knowledge


	· Computer literate and specifically able to work with word packages, such as excel and word.
· Level 2 Numeracy and Literacy
	· Level 2 Information, Advice and Guidance

· Safeguarding Level 1


	Skills 


	· Excellent communication, organisational skills and interpersonal skills

· Flexible, tactful and patient

· Good telephone skills

· Initiative and the ability to work as part of a team or alone without supervision

· Approachable and understanding nature
	· Current First Aid certificate

	Experience


	· Experience of working in an advice and guidance environment
· Experience of dealing with students with an FE environment
	· Experience of working in an educational environment

	Special working requirements


	· Some knowledge and an interest in Further Education
· Flexible approach to working hours to cover events at the college, possibly within evenings and weekends.

· Willing to support other departments with tasks as and when required


	· Car owner with full, clean driving licence as multi-site working may be required.
· Hold an appropriate first aid qualification or be willing to work towards.
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