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JOB DESCRIPTION

	POST TITLE:
	Student Services Manager

	GRADE:
	MS 38-41

	PURPOSE OF JOB:
	· To manage, deliver and develop student services 
in the local College that is responsive to student 
needs, facilitates internal and external progression 
and addresses the issues of inclusive learning and 
widening participation;

· To ensure that the service area meet targets and 
standards set;

· To ensure that service area works in an integrated 
way with other service and curriculum areas;

· To act as a role model to staff, fostering and 
maintaining a positive ethos through effective 
communication, co-operative planning and sharing 
of knowledge, skills and expertise.


	RESPONSIBLE FOR:
	Student Services Staff 

Administrative Staff 


	RESPONSIBLE TO:
	Student Support Manager


	Date of issue 
	
	Signature 
	


	Line Manager's Signature 
	


Post Title:  
Student Services Manager

Area:

Student Services


The post holder must at all times, carry out his/her responsibilities in accordance with College policies, actively supporting the mission of the Sheffield College as outlined in the Strategic Plan.
KEY DUTIES AND RESPONSIBILITIES

In particular, the post holder will be responsible for:

1. Representation and Deputising

1.1 Representing the Student Support Manager and through him/her the College Director in the designated programme/s area;

1.2 Deputising for the Student Support Manager from time to time as required;

1.3 Represent and deputise for other members of the Student Support team of managers occasionally as required;

1.4 Be a member of the Student Support meeting structure of the local College and take part in collective decision making.

2.
Processes

2.1.1 Ensure that a comprehensive and quality monitored range of student services is provided for students; e.g. References, UCAS.
2.2 
Plan and manage Centre activities associated with pre-entry and pre-exit advice and guidance;

2.3 
Support the effective implementation of admissions and enrolment policies                   and practices in the local College working closely with other staff (now led by the Learner Recruitment Team).

2.4 
Agree, plan and deliver student Induction in collaboration with programme 
and curriculum staff;

2.5 
Work with academic and business support staff to ensure that high quality 
advice and guidance and support is available to students and provided on 
an individual and specialist basis where necessary;

2.6 
Work towards ensuring that Centre Student Services feature prominently in all 
promotional material and course documentation, and that the service is 
prominent in the awareness of parents and partner schools.

3.
Managing Student Services:  Student Tracking and Tutorials

3.1 
Ensure that tutorial tracking, recording and reviewing systems are 
developed, 
maintained and monitored within the local College;

3.2 
Contract with curriculum and student programme areas for the 
appropriate and effective deployment of staff to tutorials on programmes;

3.3 
Provide support through the Student Services team to both academic and 
business support staff in the implementation of the tutorials;

3.4 
Provide support together with the Student Services Team to local College staff in the understanding and implementation of Student Services policies and procedures.

4.
Managing Student Services:  Partnerships and Agencies

4.1 
Maintain effective links with school and partner education and training 
organisation guidance managers;

4.2 
Contribute to the review the Centre Connexions Partnership Agreement on an 
annual basis;

4.3 
Integrate and deploy Connexions PAs to best effect within the local College;

4.4 
Liaise on a day to day basis with the Connexions Service through its 
main contractor, Sheffield Futures.

5.
Managing Student Finance

5.1 
Manage Centre Learner Support financial allocations in conjunction with the   

            Learner Support Fund Administrator;
5.2 
Implement the EMA procedures on behalf of the local College, unless otherwise agreed with the local centre;

6.
Managing Students on Programmes and in the Centre

6.1 
Manage the Student Enrichment programme for the Centre, including Work Experience where agreed and appropriate;

6.2 
Support good student discipline on the Centre and support the roles of 
managers, academics and support staff within this;

6.3 
Develop positive relationships with students by supporting the College’s                                Learner Involvement Strategy
6.4 
Oversee designated projects in the local College associated with students on programmes of study such as Aim Higher
7.
School Liaison (within the framework of the College’s Learner        Recruitment Strategy)
7.1 
Contribute to and deliver schools liaison activities appropriate to the Pastoral Care needs of 
student populations served, with particular regard to schools local to the centre;

7.2 
Contribute to the joint working with schools to ensure curriculum continuity 
and assure student transition.

8.
Managing the Standard of Programmes and Student Support Services

8.1 
Lead the development of and quality assurance of student tutorial 
programmes and student support service areas;

8.2 
Ensure that a programme of observation of tutorials and agreed student 
Services activities takes place, using feedback to continuously improve 
provision;

9.
Managing People

9.1 
Provide leadership, motivation and support to those staff directly line 
managed and for those staff within the Student Services area;

9.2 
Deploy and regularly review staff appropriately to effectively and efficiently  
maintain and develop the area;

9.3 
Implement and monitor the College’s appraisal review cycle for staff in the student
 service areas, and the continuing professional development of staff;

9.4 As a designated Child Protection Officer to ensure that the Student Support Manager is kept aware of issues and that direct personal support is provided.

10.
Managing Resources

10.1 Manage allocated budgets and ensure that all resources are managed to 
standards set by the College and are used in the most effective and efficient 
way to achieve the College’s objectives;

10.2 Contribute to the security and effective supervision of the Centre and its 
facilities, including duty cover;

10.3 Be responsible for the achievement of the required standards in Health and 
Safety, Equal Opportunities and other agreed student services provision.

11.
Managing Quality and Information

Ensure that tutorial quality assurance is carried out, analysed and reported; 
11.1 Manage, for the Student Services area, the self-assessment and 
development planning process to ensure quality improvement;

11.2 Ensure that student opinion on the nature of and the quality of provision is 
sought and positively acted upon;

11.3 Regularly seek and receive the views of students on the nature of the service that they would wish to see provided as well as their views on the service that is provided;

11.4 Manage and monitor the provision of accurate and timely data on the 
performance of the Student Services area;

11.5 Provide regular reports to the Student Support Manager on the performance 
of the Student Services area.

12.
College Responsibilities

12.1      Promote a healthy and safe working environment in accordance with the 
College’s Health and Safety policies and procedures, including risk 
assessments in conjunction with other colleagues and managers; 

12.2      Play a key role in the creation of an inclusive College by embedding the 
College’s equal opportunities, policies and targets into all areas of the 
College’s curriculum and work;

12.3
Ensure the implementation of all relevant policies including human 
resources, equal opportunities, health and safety, data protection and 
financial procedures;

12.4 Collaborate and work positively with College management to ensure the 
efficient and effective operation of the College structures, systems and 
procedures.

12.5 To act as a Child Protection Officer (CPO) within a Local College working    within the Child Protection Framework of the Sheffield College

13.
Other

13.1 
Ensure that all relevant work activities underpin the College’s commitment to

safeguarding children and vulnerable adults.

13.2
Operating within the College’s equal opportunities framework to achieve 

College targets and establish parity.

13.3
Undertake any other duties and responsibilities as may be determined after 

 consultation between management, the postholder and Trade Unions. 
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Student Services Manager

	PERSON SPECIFICATION
	Essential / Desirable
	To be identified by:

	
	E/D
	

	
	
	

	Qualifications
	
	

	
	
	

	· Level 6 qualification, preferably a degree
	E
	Application

	· Professional Teaching qualification   
	D
	Application

	· Maths and English to level 2
	E
	Application

	
	
	

	Experience
	
	

	
	
	

	Can demonstrate:
	
	

	· Recent experience in Curriculum/Support Management role
	E
	Application

	· Experience of Managing/Coaching staff and assessing their performance
	E
	Application/Interview

	· Evidence of student advocacy
	E
	Application/Interview

	· Significant experience or knowledge of student services functions
	E
	Application/Interview

	· Significant experience and understanding of how College service and curriculum functions liaise to meet the needs of students
	E
	Application/Interview

	· Experience or knowledge of a wide range of Post 16 qualifications and progression routes
	E
	Application/Interview

	· Experience of delivering training
	D
	Application/Interview

	· Experience of involvement in self-assessment, inspection and development planning
	E
	Application/Interview/

Test

	· Experience in setting and monitoring high standards of support
	E
	Application/Interview

	· Experience of using a range of ICT to support management decision making, planning and delivery
	E
	Application/Interview

	
	
	

	Skills and Abilities
	
	

	Can demonstrate:
	
	

	· Leadership 
	E
	Application/Interview

	· Effective and diplomatic liaison skills
	E
	Application/Interview

	· Ability to balance individual students needs against the responsibilities and duties of the local College
	E
	Application/Interview

	· Determination 
	E
	Application/Interview

	· Ability to delegate combined with supervisory skills
	E
	Application/Interview

	· Commitment to Customer Care, equality of opportunity and quality improvement
	 E
	Application/

Interview

	· Ability to Self Manage
	E
	Application/Interview

	· Ability to manage a budget and account for its efficient and effective use
	E
	Application/Interview

	· Current First Aid certificate or willingness to obtain once in College employment
	E
	Application/Interview

	
	
	

	Other Factors
	
	

	· Demonstrate a clear understanding of issues in relation to safeguarding children and vulnerable adults    
	E
	Application/Interview

	· Demonstrate a clear understanding of equality of opportunity and diversity issues
	E
	Application/Interview
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