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JOB DESCRIPTION  FOR THE POST OF:    Bursary Assistant

RESPONSIBLE TO:	Bursary Manager 

RESPONSIBLE FOR:	No staff responsibility

LOCATION:	Cross Campus

SCALE:	Scale TBC

PURPOSE OF JOB:

To administer the College's Bursary and Discretionary Learner Support Funds, ensuring that eligible students receive financial support in accordance with criteria set out in the related College policies.


MAIN DUTIES AND RESPONSIBILITIES

To administer the College's Discretionary Bursary and Discretionary Learner Support Funds.
1.	To process applications for all strands of the College's bursary and Adult Learner Support funds.
2.	To assess eligibility for financial support from the College based on the criteria set out in the relevant United College's Group Policies
3.	To record agreed data on College MIS system 
4. 	To process BACs Payment for Weekly Bursary Awards
5.	To assess eligibility for support with the cost of childcare, based on the criteria set out in the DLSF policy
6.	To confirm placements and costs with individual childcare providers based on the criteria set out in the relevant College policies
7.	To invoice providers on agreed dates
8.	To check on-going attendance of students who receive support with the cost of childcare, advising parent and childcare provider that the placement is linked to attendance
9.	Managing the childcare element of the Adult Discretionary Learner Support fund 
10.	To participate in Career Clusters inductions/workshops to brief tutors and/or students as appropriate



   General Administration related to the fund.

To main accurate records of expenditure to confirm with the guidance and requirements of the funding bodies and the College financial regulations

a. To prepare and distribute information, publicity and associated forms relating to the funds
b. To respond to enquiries from applicants to the fund
c. To liaise with Student Advisors and private nurseries/childminders regarding student's childcare facilities
d. To minute meetings of Discretionary Support Funds Panel and ensure that clear records of decisions are maintained and identified actions followed up as necessary
e. To ensure that applicants and their tutors are notified of decisions made in respect of their applications.
f. To prepare papers as necessary in the case of appeals and maintain records of any subsequent decisions.
g. To participate in careers cluster Inductions to brief tutors and/or students as appropriate.

To undertake any of the duties commensurate with the grading of the post.

This job description is current as at the date indicated below. In consultation with the post-holder, it is liable to variation to reflect or anticipate changes in the job.





PERSON SPECIFICATION
                                                   Learner Services Administrator


	Criteria
	Essential
	Desirable

	1. Proficient in using Microsoft Office programmes - including Excel and Access with accurate text processing and data inputting skills.
	v
	

	2. Experience of working in an administration role and setting up and maintaining filing systems
	v
	

	3. Sound organisational skills in order to be able to prioritise and manage a busy workload.
	v
	

	4. General understanding of welfare benefits including childcare entitlement (E.g. NEF) which students may be receiving.
	v
	

	5. Good numeracy skills for the accurate compilation/analysis of statistical data using both paper based and computerised systems.
	v
	

	6. An understanding of financial systems of recording and reporting.
	v
	

	7. Understanding of the importance and ,he need for
maintaining confidentiality in certain areas of work.
	-../
	

	8.   The ability to work as part of a team and independently.
	v
	

	9. The ability to communicate effectively, orally and in writing.
	v
	

	10. The ability to deal with students, staff and members of the public in an empathetic, positive and helpful manner.
	v
	

	11. An understanding of, and commitment to the College's equal opportunities policy, together with practical ideas for its implementation in the post.
	v
	





An Enhanced DBS Disclosure will be requested of the successful candidate.

Disabled candidates meeting the essential criteria are guaranteed an interview.

Note to applicants: You should ensure that your supporting statement addresses each of the points contained in the person specification in turn.
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