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                               JOB DESCRIPTION

Job Title:              
             
Learner Data Enrolment Officer
Department:    

      
Learner Data Team (MIS)   

Grade:


Admin and Support
Directly Responsible to:             
ILR and Funding Manager
Directly Accountable to:             
MIS Manager

	Purpose of Job: 
To provide an efficient enrolment service, ensuring the accurate maintenance of learner data and enrolment.



	Key Duties and Responsibilities 

This job description is a guide to the duties you will be expected to perform on your appointment. These may change in the future in line with the strategic direction and development of the College. 

· To run the enrolment office during college opening times 
· To provide a customer focused environment for students 

· To support learners to enrol via the Learner Hub (our online enrolment portal) 
· To be a key point of contact for any non-technical Learner Hub queries 
· To take payments from students, where applicable 
· To undertake the cashiering and preparing of monies taken for banking 
· To input financial payments and receipts on EBS where required 
· Liaise with the Finance department regarding any finance queries 
· To provide proof of enrolment for learners as requested  
· Identify and suggest possible changes to improve the process of enrolment 
· Attend training regarding enrolment and funding changes as required 
· Assist with the resolution of day-to-day and general queries from academic and 
support 
staff and learners via email and JivoChat 
· Always comply with College Policies and Procedures including Equality and Diversity, 
Financial Regulations, Health and Safety and Data Protection 
· Attend training and other courses as part of on-going staff development and product 
familiarisation 
· Any other duties commensurate with grade and status as may be reasonably requested 
· Engage in continuous professional development / undertake appropriate training and staff 
development as requested by SMT 
· Always promote and market the College positively and professionally 
· The post holder will be expected to work flexibly and efficiently to maintain the highest 
professional standards and to promote and implement the policies of the Corporation 
· Comply with all College’s Personnel Policies and Procedures:

1. To actively promote and embed equality and diversity within the College

2. To actively contribute to the College’s safeguarding children and vulnerable adult agenda. 

3. In carrying out their duties the appointee must:

A) Comply with Health and Safety Regulations

B) Be aware of the College statement on Health and Safety

Place of Work
The Corporation’s premises at the Deane Road Campus will be classed as your work base.  However, the post holder may be required to work on either a temporary or an indefinite basis at any premises at which it may from time to time provide services or at other locations.   
Working Hours
The post holder will be expected to work such hours as are necessary for the proper performance of their duties and responsibilities and as agreed with the line manager.  Your pattern of work will need to be flexible and will therefore vary from time to time.  The post holder may from time to time be required to work on an evening or weekend, in which case time off in lieu will be given during the normal working week.  

Appraisal
The post holder will be required to participate in a staff appraisal scheme approved by the Corporation.  

Confidentiality

The post holder will liaise with members of staff, outside bodies and members of the Corporation, and as a result will have access to confidential information.  The post holder is expected to maintain the highest level of confidentiality at all times, and must never disclose, without authority, information gained in the course of their duties.
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