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JOB PROFILE
Job title:   		Student Advisor
Grade:			Band 4
Accountable to: 	Team Leader
Responsible for:  	Delivering high quality support to our students


General Duties and Responsibilities 
•	To contribute to the strategic direction and operational effectiveness of the College 
•	Ensure the responsibilities of the post are carried out in a way that reflects the standards, vision and values of the college
•	Deliver on key performance indicators across the College, aiming to deliver continuous improvement 
•	Promote the College with employers, sector bodies, schools and the local community, developing effective partnerships with employers, the funding agencies and other representative bodies
•	To proactively promote Safeguarding practice, EDI, Health and Safety and the well-being of all our students and staff 
•	To complete and remain up to date with Mandatory Training
•	To participate in the College Professional Development and Review (PDR) Scheme  

Specific duties and responsibilities
 	 
1. The majority of support you offer to students will be through a wide range of administrative tasks related to the student journey.  This requires a high level of attention to detail and organisation, where you will make use of your excellent IT skills, and ability to interpret data and information.  These tasks will regularly involve cash handling and reconciliation activity, cross-referencing information and data manipulation.   
2. You will work primarily in one of the specialist service areas of contact centre, admissions, enrolment, student finance and other services required including reception support to give students, parents, carers, employers or stakeholders the best possible experience throughout the student lifecycle at Nottingham College.
3. You will carry out tasks without direct supervision work flexibly and independently at times, to deliver services for a diverse range of students and stakeholders which meet changing demands across the student journey between the hours of 8am and 8pm Monday to Saturday across any of the Nottingham College campuses. 
4. You will work to written College policies, funding guidelines, financial regulations, Data protection regulations, set procedures and audit requirements and ensure accuracy and consistency in your approach to making decisions and delivering processes based upon criteria.  You will at all times work towards ensuring that service level agreements are met, which deliver the highest level of service to all students, internal customers and stakeholders.   
5. You will be passionate about a “student first” approach and actively seek feedback to measure the impact of your service delivery and review, identify and develop improvements to services working with your team leader.  On occasion, you may deal with upsetting or challenging situations which should be handled with empathy and professionalism at all times, and you will contribute to the resolution of any customer complaints in line with company policy while remaining polite and friendly at all times. 
6. You will regularly provide students and stakeholders with Information and advice on services provided to support students and have a knowledge of services provided by the wider Student Services team.  On occasion, you may deal with difficult, challenging and at times emotional students and stakeholders both face to face and through various forms of communication e.g.  Telephone, email and social media utilising your excellent communication skills.  This will involve regularly interpreting complex information, regulations and procedures to students and stakeholders of varying backgrounds and abilities e.g. Curriculum colleagues, parents, partners and students where English is their second language or they have learning difficulties.  
7. You will work flexibly to support various activities throughout the year, which enhance the student admission experience and support the wider college e.g. careers events, open evenings, main enrolment activities – these at times may include presentations to students. 
8. You will work collaboratively with Nottingham college colleagues throughout business support and curriculum teams to support the improvement of systems and processes which benefit students, stakeholders and employers.   
9. You will present a positive image of the department and the college at all times, you will therefore be expected to wear appropriate business attire whilst at work. 
10. You will support, mentor and coach colleagues and apprentices, and contribute to the production of user guides and support Team leaders to deliver training as required particularly with new staff. 
11. To contribute to the strategic direction and operational effectiveness of the College. 
12. Ensure the responsibilities of the post are carried out in a way that reflects the standards, vision and values of the college 
13. Deliver on key performance indicators across the College, aiming to deliver continuous improvement.
14. Promote the College with employers, sector bodies, schools and the local community, developing effective partnerships with employers, the funding agencies and other representative bodies 
15. To proactively promote Safeguarding practice, EDI and Health and Safety  
 
 
NOTE

This job profile provides an overview of the principle duties and responsibilities of the role. It is not intended to be exhaustive. It is anticipated that the content of jobs will change over time whilst remaining within the broad remit of the role.

This job profile does not form part of your contract of employment.


PERSON SPECIFICATION
	Role: Student Adviser  
	E/D 
	A 
	I 
	T 

	Qualifications:   

	1 
	Relevant Level 3 Qualification (Business Administration/Customer Service) 
	E 
	X 
	 
	 

	2 
	Microsoft Office Specialist Qualification 
	D 
	X 
	 
	 

	3 
	Level 2 Advice & Guidance qualification 
	D 
	X 
	 
	 

	4 
	Qualified to Level 2 in English and Maths (GCSE at Grade C or Equivalent) 
	E 
	X 
	 
	X 

	Experience and Skills: 

	5 
	Experience of delivering excellent customer services within a complex and diverse organisation 
	E 
	X 
	X 
	 

	6 
	Experience of delivering services flexibly and positively to meet the ever changing demand of the business and its customers 
	E 
	X 
	X 
	 

	7 
	Strong communication and interpersonal skills both written and verbal 
	E 
	X 
	X 
	 

	8 
	Experience of providing excellent administrative and record keeping skills 
	E 
	X 
	 
	X 

	9 
	Experience of working proactively within a team to drive improvements, resulting in a great customer experience 
	E 
	X 
	X 
	 

	10 
	Understanding of student journey services 
	E 
	X 
	 
	 

	Personal Attributes:  

	11 
	Highly effective organisation and prioritisation skills and working with attention to detail 
	E 
	X 
	X 
	X 

	12 
	Ability to build relationships across a range of teams within the organisation 
	E 
	 
	X 
	 

	13 
	Ability to present information accurately and confidently to a wide range of customers, students and stakeholders both internally and externally 
	E 
	 
	X 
	 

	14 
	Ability to cope with a demanding workload  
	E 
	 
	X 
	 

	15 
	Demonstrate a genuine commitment to uphold and promote equal opportunities and diversity 
	E 
	X 
	 
	 

	16 
	Commitment to quality and excellence through evidence of continuing professional development 
	E 
	 
	X 
	 

	17 
	Demonstrate a knowledge and understanding of Safeguarding / Child Protection issues relevant to the post 
	E 
	X 
	 
	 




KEY:
	E
	Essential 

	D
	Desirable

	A
	Assessed by Application Form  

	I
	Assessed by Interview

	T
	Assessed by Test 
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