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Position Description

	Position Title: 
Advisor, Graduation and Administration

	Classification:
Bond 4


	Faculty/School/Office:
Student Business Services

	Date Position Classified/Updated:
December 2024


	
	

	
Purpose of the Position: 
The Student Business Services Department provides administrative support and advice to students and Faculty staff on a range of matters including enrolment, timetabling, examinations, international student compliance, graduation, FEE-HELP, US Loans, Scholarships and Overseas Student Health Cover (OSHC).
The Advisor, Graduation and Administration works as part of a team to develop and maintain effective collaborative relationships throughout the university community to facilitate information sharing including end-to-end understanding of processes and a holistic view of the student experience. The incumbent is required to have an in-depth understanding of the legislative environment (HESA, ESOS, CRICOS), the university policies and procedures, and acts as an information expert on all Bond University program offerings, subsequent enrolment and graduation matters while providing support to other Student Business Services core activities, particularly Student Assist.
The focus of this role is to identify and consult with Faculties to determine the eligibility of students to graduate each semester. The position is also responsible for the professional and efficient organisation of graduation ceremonies.  In addition, the incumbent will provide new commencing and continuing students with timely and accurate information and organisation of enrolment processes in relation to their program of study and includes, but is not limited to, study packages, enrolment, advanced standing, scholarships, timetabling, withdrawals, examinations, progression and exclusions.
The position requires expertise in the use of software for multiple databases including Technology One Student Management System (Student One) and Customer Relationship Management (CRM) system.

	
Reporting Relationship:

This position reports to the Senior Manager, Business Services:


Senior Manager, Business Services





Advisor, Graduation and Administration







	Selection Criteria:
1. Completion of a degree level qualification with at least three years subsequent relevant work experience or an equivalent combination of relevant experience and/or education/training.
2.   Proven proficiency in the use of technology with good keyboard skills – Student Management System (Student One and/or equivalent), Customer Relationship Management System/s (CRM) and Microsoft Office suite of products.
3. Demonstrated experience of legislative environment (HESA, ESOS, CRICOS), university degree structures, study plans, processes and procedures related to enrolment and progression through an academic award.
4.    Demonstrated well-developed written and oral communication skills in dealing with people from a variety of backgrounds both internal and external to the organisation including the ability to develop and refine business processes and procedures to ensure continuous improvement.
5.    Demonstrated organisational and time management skills with the ability to manage own workload and prioritise to ensure goals and targets are met (within the context of competing priorities).
6.    Demonstrated excellence in customer service skills in managing high numbers of enquiries, utilising problem-solving skills to provide information, advice and quality outcomes as a basis for service delivery.
7.    Proven ability to work independently and with others in a busy fast-paced team with the ability to adapt to a constantly changing work environment.


	Desirable Criteria: 
1.  Experience in the tertiary education sector, particularly in a student related role.





	Competency
	Responsibility

	Graduation data and processing
	· Manage and update graduation reports.
· Liaise with Faculties to identify and confirm graduands as well as eligible PhD candidates.
· Liaise with Faculties regarding medal recipients.
· Liaise with Cashiers to confirm students’ financial status and subsequent impact on their eligibility to graduate.
· In consultation with the Manager, prepare the Graduation Ceremony Program booklet.
· Liaise with robing and ticketing provider regarding ticket allocations and regalia and manage additional ticket requests
· Respond to graduation enquiries and emails in a timely and accurate manner.
· Managing academic regalia requirements and bookings.
· Provide required mail merge and SMS communication to students.
· Assist Manager with Website updates.

	Program, Enrolment and Processing Advice


	· Provide high quality program enrolment advice to students and staff using expert knowledge of the university’s academic programs, program structures, study plans, policies and procedures; program content, structure, timetables, class registration; eligibility criteria for scholarships, bursaries and loyalty discounts; tuition fees and relevant penalty fees; credit and advanced standing applications.
· Provide accurate and timely advice and administration of processes relating to student enrolment, advanced standing/credit, change of program, leave of absence, withdrawal, deferral, penalty fees, cross-institutional studies, progression and program completion.
· Counsel students who have been placed on academic warning, have been excluded, or display difficulties and/or deficiencies in academic performance.
· Assist students in the use of technology for their enrolment and class registration and provide instruction on accessing relevant information.
· Work with and ensure international students are enrolled in accordance with student visa requirements.
· Communicate and liaise effectively with internal and external stakeholders in the administration of student enrolments (Office of Future Students, Admissions, Student Systems, Faculties/School).
· Consult with Coordinators and Managers where study plan/sequence changes may be required for individual students, particularly as a result of advanced standing, progression and/or change of grade/s.
· Provide professional, timely and accurate turnaround of all student correspondence relating to inquiries made in person, via email and telephone ensuring first point of resolution.
· [bookmark: _Hlk185242600]Provide professional advice to clients who present at Student Assist by participating in a roster at the front counter.

	Administration
	· Maintain superior working knowledge of the relevant functionality in the Student Management System, Customer Relationship Management system and other relevant systems, to maintain student enrolment and records accurately.
· Responsible for all enrolment matters relating to students.
· Exercise judgement and initiative in problem resolution in cases of individual students.
· Administer processes relating to student academic progress including applications, enrolments, withdrawals, deferrals, leave of absence, grades, review of results, graduation etc.
· Identify and support supervisor/manager in determining and managing academic progress (exclusions and warnings)
· Remain abreast of Faculty/School and University policies and procedures relating to student and academic matters to ensure accurate information is provided to students.
· Proactively and fully inform students of their study responsibilities and obligations.
· Monitor and review study plans and escalate discrepancies to supervisor.
· Assist in the maintenance of relevant web pages including development of the site to ensure that information provided to students is current, accurate and accessible. 
· Ensure that accurate file notes are kept and that student records and files are up-to-date.

	Student retention activities
	· Meet with new and continuing students to discuss aspects of the student’s enrolment and progression.
· Refer students to support services within the University as appropriate.
· Contribute to the retention and attainment of continuing and new students through discussion of student issues with appropriate academic and professional staff in faculties/school.

	Working relationships
	· Contribute to a positive working environment within the Student Business Services Department, with Faculties/School and across the wider University community.
· Establish and maintain positive, mutually beneficial working relationships and networks with stakeholders at all levels.
· Ensure actions and interactions are consistent with the objectives of the University.
· Support the Manager/Supervisor, in providing secretarial and administrative support to committees and working parties as appropriate.
· Provide back-up assistance and support to various other functions within the Student Business Services team as required.
· Cooperate as a member of the Student Business Services team and provide assistance to other teams during peak periods.

	Customer service
	· Engage in positive interactions with students and staff in face-to-face, telephone and email interactions.
· Provide high quality, professional administration support ensuring first point of resolution to all enquiries.
· Develop and maintain effective collaborative relationships throughout the university community to facilitate information sharing including end-to-end understanding of processes and a holistic view of the student experience.

	Understanding of Quality Assurance
	· Staff should demonstrate an understanding of the principles of quality assurance and continuous improvement as they apply at Bond University.  
· Staff are expected to demonstrate an ongoing commitment to the Bond University Strategic Plan, university policy and to our quality assurance processes.

	Understanding of Cultural Sensitivity
	· Staff will come into contact with staff and students from a variety of cultural backgrounds. It is expected that mutual respect, cultural awareness and cultural sensitivity will form the basis of the professional working relationship.  
· Staff are encouraged to attend a cultural sensitivity workshop to further enhance and develop cultural awareness and cultural sensitivity skills. 

	Understanding of WHS Responsibilities
	· Maintain a safe workplace and follow safety directions and internal controls. Alert your Manager of WHS risks and be vigilant in observing safe practices. Understand WHS requirements in your work area. 
· All managers of staff are required to conduct risk assessments and implement controls accordingly as well as action safety audit results within the directed time frame. 
· Awareness of, and accountability for, WHS responsibilities in the work area and for the staff and contractors under your control (if applicable).


Note – the successful applicant will be required to produce a certified copy of their highest qualification received prior to commencement of duty. 
It is not the intent of this position description to limit the scope of this position in any way but to give an overview of this role at Bond University. You may at times be required to work at other tasks and areas as directed by the Management.
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