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Job Description: Professional Service Positions

	Faculty/Directorate/Service Area:
	Education Services 

	Job Title:
	Student Records Assistant 

	Department/Subject:
	Student Records Office, Academic Records & Systems 

	Salary:
	Grade 5 together with Nest pension benefits 

	Hours of work:
	35 Hours a week 

	Number of positions:
	1

	Contract:
	This is a fixed term position until 30th June 2026 

	Location:
	The post-holder will be primarily based on Singleton Park Campus but will be required to work across University sites as required.



	Main Purpose of Post

	1. Responsible for verifying details on change of circumstance applications and recording course transfers, suspensions, withdrawals and module selection.
2. Processing of External Enrolment and Repeat Module requests. 
3. Respond to enquiries requiring specialist knowledge in connection with academic records, enrolment and student finance, using effective communication skills to deal tactfully, efficiently and effectively with people at all levels, including students, academic staff and professional service colleagues.
4. Responsible for verifying UK/Irish Right to Student (RTS) documents.
5. Responsible for updating and validating student personal and address details.
6. Provide professional services for enrolment, module maintenance, RTS, student finance and changes of circumstances processes in accordance with University regulation.
7. Provide support for student finance record keeping and Student Loans Company reporting duties.
8. Responsible for maintaining accurate University student database records to ensure the University can conduct its business and return accurate information to statutory bodies and agencies concerned with Higher Education, for example, HESA, HEFCW and SLC.
9. Correcting and validating student and financial data using exception reports.
10. Creating bespoke reports for internal and external requirements.
11. Provide standard letters as appropriate or more personalised and detailed letters and emails.Deal with queries sensitively and diplomatically in line with GDPR and University values.

	General Duties
	1. To fully engage with the University’s Performance Enabling and Welsh language policies
2. To promote equality and diversity in working practices and to maintain positive working relationships.
3. To lead on the continual improvement of health and safety performance through a good understanding of the risk profile and the development of a positive health and safety culture. 
4. To ensure that risk management is an integral part of your day to day activities to ensure working practices are compliant with the University's Risk Management Policy.
5. Any other duties as directed by the Director of Education Services or the Head of Academic Records & Systems expected within the grade definition.


	Professional Services Values
	All Professional Services areas at Swansea University operate to a defined set of Core Values - Professional Services Values and it is an expectation that everyone is able to demonstrate a commitment to these values from the point of application through to the day to day delivery of their roles. Commitment to our values at Swansea University supports us in promoting equality and valuing diversity to utilise all the talent that we have. 
We are Professional
We take pride in applying our knowledge, skills, creativity, integrity and judgement to deliver innovative, effective, efficient services and solutions of excellent quality.

We Work Together         
We take pride in working in a proactive, collaborative environment of equality, trust, respect, co-operation and challenge to deliver services that strive to exceed the needs and expectations of customers.
We Care
We take responsibility for listening, understanding and responding flexibly to our students, colleagues, external partners and the public so that every contact they have with us is a personalised and positive experience.
Commitment to our values at Swansea University supports us in promoting equality and valuing diversity to utilise all the talent that we have.


	
Person Specification

	Essential Criteria:
Values:
· Demonstrable evidence of taking pride in delivering professional services and solutions.
· Ability to work together in an environment of equality, trust and respect to deliver services that strive to exceed the needs and expectations of customers.
· Demonstrable evidence of providing a caring approach to all of your customers ensuring a personalised and positive experience.
Qualification
· Sound basic education, including a minimum of Grade ‘C’ in Maths and English or equivalent work experience.

Experience
· Experience of high-volume data entry and retrieval activities on a large student records database.
· Experience of using reports to identify errors, good data sense and taking appropriate steps to correct information, including contacting students and staff to resolve issues.
· Experience of validating records for returns.
· Experience of dealing with student record queries.
Knowledge and Skills
· Excellent communication skills, both verbal and written, and the ability to present information in a clear and accurate manner to varied audiences and stakeholders.
· Excellent organisational and time management skills with ability to prioritise work to meet deadlines.
· Ability to use initiative and problem solving to resolve day-to-day problems relating to the area of work.
· Ability to interpret procedures and regulations and provide specialist advice to others on their application.
· Ability to work independently regarding updating databases.
· Ability to apply discretion and sensitivity in handling confidential information
· Good understanding of data integrity, attention to detail regarding data quality and ability to work methodically and follow set processes and procedures accurately
· Excellent IT skills and knowledge of IT systems (For example, Microsoft Office, Access, University’s SITS database and Intranet system)
· Knowledge of record keeping systems and procedures pertaining to data quality.
Desirable Criteria
· Welsh Language:  Level 1 – ‘a little’ (you do not need to be able to speak any Welsh to apply for this role) e.g. pronounce Welsh words, place names, department names; able to answer the phone in Welsh  and able to use or learn very basic every-day words and phrases.

Candidates should include reference to the values and personal attributes within their applications, in addition to the essential and desirable criteria. The panel will be assessing against all of these skills and attributes. 

Current students are not eligible to apply due to GDPR and a conflict of interest.


	Welsh Language Level
	Level 1 – ‘a little’ - pronounce Welsh words. Able to answer the phone in Welsh (good morning / afternoon). Able to use very basic every-day words and phrases (thank you, please etc.). Level 1 can be reached by completing a one-hour training course.

For more information about the Welsh Language Levels please refer to the Welsh Language Skills Assessment web page, which is available here.

	Additional Information
	For informal enquiries please contact: Alison Hutchings, Student Records Manager, Academic Records & Systems,  Email:  a.hutchings@swansea.ac.uk

The University is committed to supporting and promoting equality and diversity in all of its practices and activities. We aim to establish an inclusive environment and welcome diverse applications from the following protected characteristics: age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race (including colour, nationality, ethnic and national origin), religion or belief, sex, sexual orientation.
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