Job Description
POST:
Student Services Administration Assistant 
GRADE:

Living Wage  

HOURS:

22.5 hours per week (whole year)
LOCATION:
Hartlepool (with occasional travel to Middlesbrough)
LINE MANAGER:
Student Services Manager 
SAFEGUARDING STATEMENT:

The Northern School of Art recognises that it has a statutory and moral duty to promote and safeguard the welfare of its students who are under the age of 18. All staff are required to undertake safeguarding training. 

JOB PURPOSE:

To provide administrative and reception support to the Student Services department of the School
MAIN DUTIES AND RESPONSIBILITIES

1. To act as first point of contact for Student Services providing information and making appointments in response to requests and signposting where required.     

2. To provide general administrative assistance in the production of routine/bulk correspondence, booklets, information, dealing with incoming mail, filing records, printing, photocopying, maintaining levels of stationery, preparation of documents, etc. 

3. To support the team inputting data and maintaining accurate records of Student Services activity.   

4. To maintain overview information relating to Student Services activity and produce related statistics as required. 

5. To support the team in maintaining the information held on external agencies and conduct regular checks on its currency and accuracy.

6. To support the team in maintaining the Student Services section of the VLE and Website.   

7. To provide emergency funds to students within agreed parameters.

8. To ensure issues of confidentiality are maintained and ensure the safeguarding of students at all times, reporting any potential issues without delay.

GENERAL ACCOUNTABILITIES:
1. Ensure other members of the team have information to cover effectively for you in your absence.
2. To engage in professional development and networking to ensure that professional, and strategic contributions are up-to-date.
3. Ensure that the Corporation’s Health & Safety Policy is adhered to at all times and take responsibility for general health and safety housekeeping within your work area.
4. Participate actively in the performance management scheme, agreeing objectives, attending reviews and undertaking professional development as required.
5. Ensure that the Corporation’s Equality and Diversity policy is adhered to at all times and tackle or report discrimination and harassment wherever it occurs.
6. Ensure the safeguarding of learners at all times and report any potential issues without delay.
7. All employees are expected to be fully committed to policies/processes on equality, diversity, safeguarding and the Prevent Agenda.
8. Any other duties commensurate with the nature and level of the post, as directed by the Student Services Manager or the Vice Principal (Student Experience). 

9. This list is not exhaustive and is only an indication of responsibilities.
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Teresa Latcham – Student Services Manager 
Person Specification
Student Services Administration Assistant
	Essential
	Desirable

	Qualifications

· Minimum 3 GCSEs at Grade C or above, or equivalent, including Maths or English 

	· Qualification in the use of IT applications / business administration 

· Qualification in Advice and Guidance 

· Basic mentoring or counselling qualification

	Experience/Knowledge

· Computer literate - Knowledge / ability in MS office applications and good keyboard skills (Word, Excel, Publisher)
· Use of databases 

· Experience of customer care 

· Experience of cash handling and record keeping 

· Experience of working with children.  

	· Knowledge of the programmes available at The Northern School of Art
· Knowledge of support services available to young people in the area
· Knowledge of safeguarding issues 

	Skills/Abilities

· Ability to prioritise a busy workload and maintain a tidy working environment 

· Sound administrative skills – able to maintain accurate and clear records
· Excellent organisational skills - able to work unsupervised and on own initiative to set parameters
· Excellent communication skills – both written and verbal

· Confident disposition - able to deal with a range of people and circumstances  

· Able to deal sympathetically with sometimes difficult or emotional circumstances

· Good team working skills

· Numerical accuracy including the ability to handle cash

· Punctual and reliable 
· Committed to continuous professional updating of skills
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