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Job Description

	Position:
	Student Support Administration Officer

	Classification:
	24 Month Full Time Contract  (P/T negotiable)

	Responsible to:
	Manager Learning and Development Unit (LDU) via Training Services Team Leader


About the role: 

The Student Support Administration Officer is responsible for maintaining administrative processes and providing student support in the completion of qualifications offered by MHCC. The position requires a self-motivated person with a high level of attention to detail, a strong desire to be part of a dynamic and innovative team and a commitment to implement and uphold MHCC’s ethos.

Main Duties
· Coordinate, monitor and maintain participant Completion Plans, including reasonable adjustment, follow-ups and course completions in consultation with relevant staff
· Determine the need for assessment clinics to support participant completion
· Assist with rollover plans when there are changes to the relevant Training Package

· Respond to student enquires regarding completion and reasonable adjustment needs in consultation with relevant staff
· Liaise with trainers to identify at-risk students and determine reasonable adjustment in consultation with Training Services Team Leader
· Where appropriate implement and monitor recognition of prior learning strategies in consultation with Training Services Team Leader
· Assist with resolving student issues in consultation with Training Services Team Leader
· Assist with relevant graduation ceremonies in consultation with other MHCC staff
· Provide statistics and written reports about student completions and support as required
· Document and maintain data in accordance with MHCC policy

· Maintain other administration processes and systems in consultation with Training Services Team Leader and LDU Manager
· Maintain training database where relevant
· Review and update relevant administrative systems and policy and procedure associated with courses and qualifications  to ensure accuracy and efficiency, in consultation with relevant staff develop,
· Organise, set up and clear away LDU meetings and events as required

· Work with relevant MHCC administration staff to ensure coordination between MHCC administrative systems and the LDU

· General reception duties for the LDU including providing course, assessment and enrolment information to current and prospective participants

· Filing, photocopying, letter preparation and other administrative support as required 

Teamwork

· Work collaboratively with other team members

· Actively engage with other team members in continuous improvement of the LDU 
· Attendance/participation at team meetings as required
Other

· Undertake professional development to ensure competencies remain current with industry standards

· Attend / participate in relevant meetings and industry forums as required

· Support MHCC and LDU to prepare for audits, and other governance requirements

· Understand the aims and objectives of MHCC
· Promote the profile MHCC and LDU in a positive light at all times to the sector and other relevant parties
· Provide a client-friendly service that caters for, and delivers on, industry needs and ensures the delivery of quality customer service

· Abide by the MHCC Policy and Procedures Manual at all times and workplace / legislative requirements
· Abide by the Code of Conduct Agreement
· Ensure the practice of Occupational, Health and Safety (OH&S) Standards are maintained by staff and self 
· Ensure compliance with all Commonwealth & State legislative requirements governing MHCC activities (including but not limited to EEO, Anti-discrimination, OH&S, VET)
· In conjunction with relevant staff contribute to development and review of LDU policies and procedures and systems
· Attend / participate in staff meetings and monthly in-house supervision as required
· Participate in an annual performance appraisal
· Seek formal supervision if required 
· Use equipment provided in a professional manner 
· Other duties as directed by the CEO, LDU Manager and Training Services Team Leader
