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JOB DESCRIPTION

	POST:

	Temporary Enrolment Assistants


	
WORKING HOURS:                          
	 
Varied hours from 8am – 7pm Monday to Friday as required 

	SALARY:

	Support Staff Scale 3, Point 17 £14.61 per hour (including holiday uplift)

	DATE:

	2026

	PURPOSE OF POST:
	To provide a quality customer service and administrative support service within the Student Services Admin Hub for the Enrolment period
 

	RESPONSIBLE TO:
	Executive Manager




MAIN DUTIES AND RESPONSIBILITIES:

1.	Provide customer service and administrative support to the Customer Services and Student Administration Teams as required. Duties will include:
· Maintaining filing and document management systems
· Responding to telephone and e-mail enquiries
· Recording a variety of information via internal systems
· Preparing documents and letters involving use of Microsoft Word
· Shredding or disposing of confidential waste
· Checking and amending documents or spreadsheets
· Ensuring that the supply of materials is kept up to date

2.  Processing in-coming mail and online enrolments
· Receiving and processing telephone and e-mail enquiries in relation to student enrolments.  
· Communicating via telephone, online and face-to-face with applicants, students and their parents
· Processing general correspondence to support the work of the Student Administration team

3. Carry out duties with efficiency and diplomacy, ensuring confidentiality is maintained at all times.  

4. Carry out other such duties within the Student Admin Hub and Reception, commensurate with the grade of the post, which may be reasonably allocated.


The Postholder will:

· Give a high profile to equality of opportunity in all areas of activity, including compliance with the Equal Opportunities policy.
· Aim to provide a safe and secure environment for all our students in compliance with our Child Protection policy.
· Ensure compliance with the Disability Statement, including the need to notify HR of any changes in circumstances.
· Participate in the agreed scheme for staff development, training and appraisal and be committed to continuous personal and professional development.
· Carry out all duties with due regard to Health and Safety Regulations.
· Ensure compliance with the Financial Regulations of the College
· Ensure compliance with the College Computer & Telecommunication Systems regulations, policies and procedures.
· Notify HR of any changes in personal details, eg a change of name or address, car registration number, telephone number, next of kin/emergency contact details, etc.

This job description is current at the date shown but in consultation with the postholder it is liable to variation to reflect or anticipate changes related to the job.


PERSON SPECIFICATION

JOB TITLE:	Temporary Enrolment Assistant		POST NO:    

	

	ESSENTIAL
	DESIRABLE

	EDUCATIONAL
QUALIFICATIONS/
ATTAINMENTS

	GCSEs (or equivalent) including Grade C in English and Grade D or above in Mathematics
	

	SPECIAL 
KNOWLEDGE OR
TRAINING

	
	 Familiarity with Microsoft Office


	ABILITIES,
SKILLS &
PERSONAL
QUALITIES


	Accuracy and attention to detail 
A desire to achieve excellent interpersonal, communication, organisation and administrative skills.
Energy and enthusiasm for providing excellent customer service.
Commitment to maximising opportunities for own learning and development.  
	


	RELATIONSHIPS


	Able to work as part of a team, establishing a good rapport with colleagues, staff and managers.
	

	MOTIVATION


	Desire to contribute to the continuing development and effectiveness of the student admin, admissions and school liaison team.
	

	SPECIAL 
CIRCUMSTANCES
	Flexibility in working pattern to cover peak times.
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