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	Job Title: 
	Administration Assistant
	Reporting to:
	Student Funding Team Leader


	Position: 
	Support
	Grade: 
	DA5

	

	Purpose 

	
To provide a professional, customer focused administrative support to students, staff and external clients relating to all aspects of work within Administration Services.


	Accountabilities / Areas of Responsibility



Key areas

1. Student funding
2. Administration & general office duties
3. Quality
4. Health & safety

Summary of Key Tasks

1 Student funding

· To provide a front-line guidance to students and potential students on all matters relating to Student Funding, Residency and DWP Benefit eligibility whilst studying at college.
· To participate in induction and open day events providing customers with information on student funding eligibility.
· To process all documentation and liaise with students, staff on any evidence requirements to support students with their funding application.
· To complete the assessment of funding applications through manual checks, computer input and production of relevant documentation as required ensuring that we adhere to guidelines issued by SFC in relation to student funding and fee waiver policy.
· To issue student’s appropriate awards relating to education support funds.
· To process, distribute and track all documentation to students in relation to student funding.
· Prioritise the student funding applications to ensure highest quality of service is provided to students and all students receive funding awards within allocated timescales.
· To review and audit assessment and payment run data in accordance with internal and external audit sampling requirements.
· Liaise with Administration Team Leaders, HCQs/CQLs and College Departments (e.g. Student Services, Finance) to support student funding service.
· To act as point of contact for staff in relation to attendance queries that impact on student payments.
· To compile and process the BACs payment runs for all student bursary and EMA payments.
· To assess and determine a customer’s suitability for fee waiver.
· Maintain confidentiality and security of all sensitive information.
· Collect and process information regarding student transferring/withdrawing from programmes and update student awards accordingly.
· To use external funding agency systems to process payments ie SAAS and SLC throughout the year to confirm enrolment and withdrawals.
· To participate in and support on-going quality assessment and review activities relating to student recruitment and matriculation.


2 Administration & general office duties
· To provide an effective, proactive and comprehensive administrative support for various college services.
· To support the wider administration services team as and when required with student registrations, inputting data at peak times throughout the learner journey.
· To deal with various forms of communication to and from internal and external callers, dealing with enquiries and taking, recording and passing on messages as required.
· Preparation and creation of documentation in an appropriate format (e.g. Word, Excel, Access, PowerPoint) ensuring documents are of high quality and material is produced to a high standard and in accordance with College requirements.
· To develop and support the planning of routine and ad hoc team projects, activities and tasks.
· To set up and maintain appropriate filing systems including the preparation documentation and scanning of material to electronically store documentation ensuring procedural compliance of archived material.
· Use a range of college information systems e.g. CAMs, TeQuious, Unit-E, CELCAT and external databases e.g. SDS, SLC, SAAS.
· Ensure all Administration Services manual and computerised recording systems are maintained accurately, effectively, efficiently and meet all statutory requirements.
· Undertake delegated tasks, appropriate to the post including assisting with projects/project teams.
· To participate in general clerical and administrative support services as required.

3 Quality
· Ensure that all tasks and work produced is of the highest quality and in line with College equality and diversity policy and procedures, staff code of conduct, ICT policies and College environmental strategy.
· Contribute to team operational planning and target setting activities.
· Actively contribute to the achievement of team goals and targets.

4 Health & safety
· Ensure all tasks are carried in accordance with the College health and safety policy and procedures to maintain a safe working environment.

Notes on Duties and Responsibilities
The duties and responsibilities on this job description are intended to give a broad indication of the variety of tasks the post holder may be asked to undertake.  
Each Administration Assistant will have specialist knowledge and be responsible for a specific field above although you may be asked to undertake tasks out with your area of expertise as described above.  A working knowledge would be required for the full range of administration operations within that campus. 
It should be noted that a job description is not an exhaustive list of activities, and staff may be asked to carry out other duties commensurate with the grade of the post.  The job description may also be amended to take account of changed circumstances, and staff will be consulted when this is necessary.
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	Experience

	Essential
· Experience of using a range of college internal and external systems in an administrative function
· Experience within a customer service environment
· Multi-disciplined in a range of general administration duties
· Knowledge of Microsoft Office Packages


	Desirable
· Student Funding eligibility knowledge
· Knowledge of DWP benefit criteria
· Experience of working in a busy administration environment within the education sector


	Education and Qualifications

	Essential
· Qualified to SCQF Level 6 or 7 and/or evidence of equivalent experience


	Desirable
· Evidence of job specific CPD




	Skills / Ability

	Essential
· Highly organised with clear attention to detail
· Ability to communicate confidently and clearly at all levels
· Ability to effectively work under pressure, multitask using own initiative to prioritise workload and meet deadlines
· Ability to cope with change 
· Ability to manage time effectively and efficiently
· Willingness to share knowledge and skills with others for the benefit of the wider team
· Competent in the use of ICT systems, in particular Microsoft Office packages, and other relevant in house systems
· Ability to travel between campuses




	Desirable
· Networking skills





	Personal

	Essential
· Self-motivated
· Flexible
· Adaptable
· Team player 
· Solution focused inquisitive 
· Approachable
· Friendly
· Calm
· Professional
· Excellent communication and interpersonal skills
· Confidential and discreet
· Understanding of cultural and linguistic differences

	Desirable

Driving Licence





	
[image: da_logo]
	


EMPLOYMENT INFORMATION 
FULL TIME SUPPORT POSTS



Superannuation

Support staff of Dundee and Angus College automatically join the Local Government Pension Scheme administered by Dundee City Council.  Contributions are based on pensionable earnings in line with the Local Government Pension Scheme.  This is a career average salary pension scheme with a tiered employee contribution rate.

Holidays

The leave year for support staff currently runs from 1 September to 31 August.  You will be entitled to 45 days annual leave per annum (pro-rata if less than one year's service or part-time) inclusive of college closure days.  

Hours of Work

Your hours of work will be 35 per week with one hour (unpaid) for lunch.

Probationary Period

You will be on a six month probationary period.  After this period your position will be made permanent should there be no performance related issues.  If performance related issues are highlighted during this period then your probationary period may be extended.  If those performance related issues do not improve then the employer may terminate your contract giving one weeks’ notice.

Sickness/Absence

Eligibility to sickness allowance is dependent upon length of continuous service at commencement of absence as follows:

SERVICE				FULL PAY	HALF PAY

Less than one year			1 month	1 month

One year, but less than 2 years	2 months	2 months

2 years but less than 3 years		4 months	4 months

3 years but less than 5 years		5 months	5 months

5 years or more			6 months	6 months 

Salary paid during periods of absence is inclusive of Statutory Sick Pay (SSP) if an employee is eligible.  If an employee has insufficient National Insurance contributions they may not be eligible for SSP. Self-certificate forms and/or doctor's medical certificates will be required at all times.

Remuneration

The rate of remuneration will be in accordance with the provisions of collective agreements reached from time to time.  This includes agreements reached by the National Joint Negotiating Committee and by the local College Joint Negotiating Committee.  

Salary will be DA5, £29,898 to £31,269 per annum.

A month's pay is 1/12th of the full annual salary.

Location

We have 3 campuses: Kingsway Campus which includes the Space, Gardyne Road Campus and Arbroath Campus.  Staff may be requested to work at any of the Dundee and Angus College campuses. Reimbursement is available for essential travel between campuses.  Please note that this post is based at Gardyne Campus.

Disclosure

Successful candidates will be required to complete a PVG Scheme Record under the Protection of Vulnerable Groups (PVG) (Scotland) Act 2007.  

Staff Development and Training

Dundee and Angus College is committed to the continuous development of its staff in order to meet strategic, operational and team objectives.  The College recognises that whatever post is held, there will be times when additional training and support may help staff continue to do their job effectively and to the quality standards required.

Staff will be expected to attend regularly, a variety of internally organised Continuous Professional Development and Staff Development events – ranging from generic training to curriculum development to legislative updates.  

Staff can also apply for external staff development programmes and courses providing the development is categorised as enhancing the needs of the College or Curriculum, as well as meeting personal development needs.
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