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Details  

Job Title:  International Finance Assistant  

Department:  International Office 

Job Reports To:  Director of International  

Location:  Park Square, Luton 

Post Number: BEDS1719 

Pay Point: Grade 5 £23,067 to  

Context 

The post holder will provide service and assistance in the daily administration of the International office 
activities with a particular focus on the checking of agent commission and processing student refunds. 

Key Elements (please tick as appropriate)  

       

1. This post has MANAGEMENT RESPONSIBILITY YES  NO X  

2. This job requires SAFEGUARDING YES  NO X  

3. This is a KEY POST (i.e. must have nominated deputy) YES  NO X  

 
 

Principal Accountabilities 

1. To provide excellent internal and external customer service, through both actual delivery and effective 
communication, whether written or verbal. 

2. Assisting in tasks specific to agents’ commissions for recruitment to all University locations (prioritising 
students at partner locations) including the reconciliation of commission invoices to the University’s 
student records, and the processing of the agreed payments which result. 

3. Administration and processing of refunds owed to students, including assessment with reference to the 
University’s Tuition Fees Policy, where appropriate, and seeking relevant authorisations prior to 
release of payment 

4. Working within core student-facing hours (usually expected within an 8.30 to 18.00 time window), with 
occasional weekend and evening working. 

5. Working at campuses and study centres away from main location from time-to-time to provide Finance 
services as outlined in accountabilities above. 

6. Any other duties which are considered as commensurate with the level of responsibility of the post, as 
required by the Head of Income Services or other Finance Management. 

This is not a comprehensive or exclusive list of the principal accountabilities of the post.  The duties may be 
varied from time to time. 
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Person Specification 
 
 

 Essential Criteria Desirable Criteria Evidence 

Qualifications   Graduate or equivalent relevant experience  N/a 
 Application Form 

 Interview 

Knowledge  

 Knowledge of functions within complex 
organisations – cross-department interactions and 
dependencies, and relations with third party 
organisations 

 Sound knowledge of student records 
systems (preferably SITS) 

 Knowledge of student funding and finance 
arrangements for UK/EU and non-EU 
students  

 Knowledge of direct debit arrangements 
for collection of payments 

 Application Form 

 Interview 

Experience 

 Ability to work under pressure and ensure 
deadlines are met 

 Customer service roles (face-to-face and/or by 
phone) 

 Working within a complex organisation, 
communicating and liaising  across 
departments and/or with third party 
organisations, and working with them to 
resolve issues 

 Use  of a student records systems 
(preferably SITS) 

 Use of the Agresso Finance System 

 Liaison with the Student Loans Company 

 Experience of invoicing 

 Application Form 

 Interview 

Skills/abilities/ 
competencies 

 Highly numerate 

 Excellent attention to detail 

 Excellent communication and interpersonal skills 

 Able to identify control and process issues 
and suggest and effect improvements 
thereto  

 Proficient in use of Microsoft software 
packages (Word, Excel, etc) 

 Application Form 

 Interview 

 Test 
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 Essential Criteria Desirable Criteria Evidence 

Personal 
Attributes 

 Committed to service excellence, including in 
communications with students, colleagues and 
external parties 

 Professional attitude 

 Dedicated, with a ‘can do’ approach to get the job 
done with quality orientated results 

 Approachable 

 Fast learner, able to think for themselves 

 Able to manage changing priorities and ensure all 
issues resolved to satisfactory solution, 
demonstrating a problem solving approach that 
builds confidence amongst colleagues  

 N/a 
 Application Form 

 Interview 
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Competencies for Grade 5 Roles 

COMMUNICATION 

The Role Holder communicates with staff and the public about basic subjects that require little further explanation.  
In addition, the Role Holder may also be required to receive, understand and convey information that needs more 
careful explanation or interpretation for others. 

TEAM WORK AND MOTIVATION 

The role holder is required to be supportive and encouraging of others in a team; help to build co-operation by 
setting an example and showing a flexible approach to delivering team results; contribute to building team 
morale as an active participant in the team. In addition, the role holder is required to clarify the requirements; 
agree clear task objectives; organise and delegate work fairly according to individual abilities; help the team 
focus their efforts on the task in hand and motivate individual team members.  

LIAISON AND NETWORKING 

The role holder is required to carry out standard day to day liaison using existing procedures in order to ensure 
dissemination of information in the right format to the right people at the right time; build relationships and contacts 
to facilitate future exchange of information. The role holder is required to create or lead networks within the 
institution or externally in order to pass on information promptly; keep people informed to ensure co-ordination of 
effort and that work is done effectively.  

For example, a Role Holder who speaks with people from the wider University/people external to the University 
about basic subjects or to pass on information to other parties/staff.  In addition, actively working as part of a 
network to the benefit of the University. 

SERVICE DELIVERY 

The role holder is required to deal with internal or external contacts who ask for service or require information; 
create a positive image of the institution by being responsive and prompt in responding to requests and referring 
the user to the right person if necessary. Contact is (around 50% of the time) initiated by the customer and 
typically involves routine tasks with set standards or procedures.  

The Role Holder is required to deal with internal or external contacts where the service is initiated by the role 
holder (around 50% of the time), working within the institution's overall procedures or policies; AND OR 
understand and explore customer's needs; adapt the service accordingly to ensure the usefulness or 
appropriateness and quality of service (content, time, accuracy, level of information, cost). 

DECISION MAKING PROCESSES 

The Role Holders own decisions have a moderate impact on the University.  The role holder will also make 
collaborative decisions with others and play a role in contributing to others decisions.  Outcomes of both types of 
decision making will also have a moderate effect on the University.  

PLANNING AND ORGANISING RESOURCES 

The role holder is required to plan, prioritise and organise their own work or resources to achieve agreed 
objectives. In addition, the role holder is required to plan, prioritise and organise the work or resources of self 
and others within own area on a daily, weekly or monthly basis; plan and manage small projects, ensuring the 
effective use of resources; receive information from and provide information to others to complete their 
planning; monitor progress against the plan.  

INITIATIVE AND PROBLEM SOLVING 

The Role Holder is required to resolve standard problems, within pre-defined measures following guidelines and 
with reference to others.  

The Role Holder will also recognise when the problems needs to be referred to others. 

For example, how best to resolve the most basic of problems, anything more, being passed to the line manager. 
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ANALYSIS AND RESEARCH 

The role holder is required to establish the basic facts in situations which require further investigation and inform 
others if necessary. The role holder is also required to analyse routine data or information using predetermined 
procedures and gathering the information from standard sources; work accurately to complete the task precisely 
as specified.  

For example, logging of IT or Health and Safety problems with the help desk.  In relation to information analysis, 
the Role Holder should be making use of standard processes that will assist the analysis of information. 

SENSORY AND PHYSICAL DEMANDS 

The role holder is required to carry out tasks at a level which would require either learning certain methods or 
routines or involve moderate physical effort.  

WORK ENVIRONMENT 

The Role Holder is required to work in an environment which is relatively stable and has little impact on the role 
holder or the way in which work is completed.  

For example, a stable office environment. 

PASTORAL CARE AND WELFARE 

The Role Holder is required to show sensitivity to those who may need help or, in extreme cases, are showing 
signs of obvious distress; initiate appropriate action by involving relevant people.  

For example, basic low level understanding of staff who are disgruntled.  The Role Holder will be aware of when 
situations are more serious and will then involve appropriately skilled people. 

TEAM DEVELOPMENT 

The role holder is required to advise or guide staff working in the same role or unit on standard information or 
procedures.  

TEACHING AND LEARNING SUPPORT 

The role holder is required to provide standard information or deliver teaching or training to introduce students or 
others who are new to the area to standard information or procedures.  

For example, local, informal induction. 

KNOWLEDGE AND EXPERIENCE 

The role holder is required to apply working knowledge of theory and practice, sharing this knowledge with others 
as appropriate; demonstrate continuous specialist development by acquiring relevant skills and competencies.  
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Equality Statement 

The University of Bedfordshire is fully committed to the principles of equality in all its actions.  Members of the 

University’s community are expected to respect and value individuality, differences and diversity; and work with 

others in an inclusive and consultative manner. A commitment to equality of opportunity for all individuals 

irrespective of their age, belief, disability, gender, race, religion or sexual orientation is at the core of what we do 

and members of the community must actively promote a positive non-discriminatory work and learning 

environment for fellow staff and students. Employees should demonstrate an understanding of the University’s 

commitments to equality and diversity as an integral part of the university’s core values and be able to identify 

and challenge discrimination, harassment, prejudice and inappropriate behaviour.  

Health & Safety Statement 

All employees are required to ensure that all duties and responsibilities are discharged in accordance with the 

University’s Health and Safety (H & S) at Work Policy. They should take reasonable care for their own H & S and 

that of others who may be affected by what they do or do not do. Staff should correctly use work items provided 

by the University, including personal protective equipment in accordance with training or instructions. 

Environmental Statement 

Employees must make proper use of any equipment and systems of work provided and take all reasonable steps 

to ensure that control measures are properly used. Employees must work with their Line Managers to ensure 

that an inventory is retained of all hazardous substances in the office that could be released into the environment. 

Employees are expected to identify operations that use significant amounts of energy, with a view to reducing 

consumption. This includes identifying operations that use resources, such as paper, and review the need for the 

current level of consumption, identifying savings where possible. Employees are expected to identify waste 

streams with a view to recycling and reuse, minimising office energy use in heating and lighting.  

Briefing 

Note: the content of this Job Description does not preclude other work required by the faculty 
department. Details of accountabilities will be discussed at annual reviews. 
 
Date Job Description issued to, discussed with and understood by Post Holder: ________________________ 
 
 
Name of Post Holder: ______________________________________________________________  
 
 
Signature: _______________________________________________________________________ 
(I confirm I have been briefed on the requirements of this Job Description and other related documents) 
 
 
Name of immediate Line manager: ____________________________________________________   
 
 
Signature: ________________________________________________________________________ 

(I confirm I have briefed the Post Holder on the requirements of this Job Description and other related 
documents) 
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Nominated Deputies (if applicable) 

As a KEY POST at least one nominated deputy must be identified.  The Job Holder must confirm that the 
Nominated Deputy(ies) receives a copy of,  and is briefed on this Job Description. 

 
 
Name of Nominated Deputy: _________________________________________________  
 
 
 
Signature: _________________________________________________ _______________ 
 
 
Date: _____________________________________________________________________ 

(As the Nominated Deputy for this post, I confirm I have been briefed on the requirements of this Job) 

If there are more nominated deputies, they should sign further copies of this Job Description. 

 

Amended by:  Dated:  Version  

 


