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	Position Title

	Student Finance Assistant
	Position No.
	14283

	College/Department/ Directorate
	Finance

	Grade

	Grade 5

	Reporting To

	Student Finance Team Leader

	Date reviewed

	October 2026




Summary:

To assist with providing a high quality, responsive, comprehensive customer-focused student finance service to the University’s students, management, staff and student sponsors.



Accountabilities and responsibilities: 

1. To support the Student Finance function in maintaining and updating the University’s student finance records system (SITS).
2. To assist the Student Finance Supervisor in the generation and distribution of student invoices and credit notes and to generate refund requests for authorisation in line with University procedures.
3. To assist the Student Finance Supervisor in ensuring that payments received are processed to the correct student/sponsor account.
4. To support the University’s debt recovery processing through the generation of statements and chasing of outstanding debts either by telephone, email or direct contact with students.
5. To resolve queries for students, sponsors and University staff in accordance with University procedures.
6. To assist in Student Registration events at various times of the academic year which may require working out of normal office hours.
7. To be proactive in collaborating with the Head of Student Finance / Student Finance Supervisor and other relevant staff across the University in helping to develop improved systems and processes, particularly using new technology / software where appropriate.
8. To undertake any other reasonable duties as may be requested by the Student Finance Supervisor and the Head of Student Finance in the provision of the student finance service.








9. 


Other Duties

Undertake any other reasonable duties as required and commensurate with the grade of post in accordance with university and departmental policies, procedures and codes of conduct.

Adhere to and comply with the provisions of the Data Protection Act and the Health and Safety at Work Act in accordance with university policies.

Promote the University’s Environmental Policy and demonstrate commitment to it through actions and decision making.

Actively participate in on going professional development activities as requested.



Our Values:
Our values play out across everything we do. We hold ourselves accountable to the highest standards in all our activities and decisions. They add value to both student and colleague experience at Brunel, helping us to deliver our strategy and plans.

Open	We are welcoming and believe in the power of diversity. We are transparent in our decisions and deliver on what we say.

Courageous	We seek and take on ambitious challenges. We are brave and committed to thinking differently. Nothing stops us from going after our goals.

Inventive: 	We are purposeful in an ever-changing world. Collaborating and innovating to reach our full potential and to change lives - and the world - for the better. We celebrate breakthroughs and strive for the best.



Organisational Structure Chart:
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The organisational chart illustrates the role, the line manager of the role and the other roles within the team.
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Person Specification

As part of the University’s commitment to the Disability Confident Scheme – Offer an Interview Commitment.  Applicants who choose to apply through the scheme, and who meet the minimum criteria for the role, will be offered an interview
[bookmark: _Hlk179814578]
	Criteria
	Essential /Desirable*

	Education, qualifications and training

	Educated to degree level or equivalent experience through work.

Good numerical and IT skills.
	E


	Experience 


	Experience of working in a Financial Environment, preferably Sales Ledger/ Accounts Receivable.
Experience of working with Finance System software packages.
Experience of working in Customer Service environment with face to face customer contact.
Dealing with internal and external contacts to resolve financial queries.
Experience of working with Student Records Management Systems such as SITS

	E

	Knowledge and Skills 
	Computer literate with knowledge of Microsoft Excel/Word.

Excellent communication skills and the ability to provide accurate and efficient advice to customers.


Sound knowledge of basic Accounts Receivable concepts.


Able to verbally communicate effectively with others.

Can work as part of a team as well as individually.


Good organisation skills.
	E

	Attributes
	Aligned with Brunel’s values of being open, courageous and inventive

Committed to fostering an equitable and inclusive workplace

A flexible approach to changing demands of a service

	E

E

         E





*Where a large pool of applicants meet the essential criteria, the desirable criteria will be used as part of the first stage of short listing. 



JOB HAZARD DECLARATION
A job specific risk assessment has been undertaken, and recorded, for this post.
Yes ☒  No ☐
The risk assessment has identified the need for Health Surveillance.
Yes ☐  No ☒
If you have selected “Yes” then please specify:
1. What type of surveillance is required and why?

2. Whether or not you have sought advice from Occupational Health or the Health, Safety & Environment Team?

The work involved requires vaccination
Yes ☐  No ☒
If you have selected “Yes” then please specify:
1. What type of Vaccination is required and why?

2. Whether or not you have sought advice from Occupational Health or the Health, Safety & Environment Team?

For inclusion with job description:
Please provide answers to the following questions. Please add additional items as necessary. For further advice please contact healthandsafety@brunel.ac.uk (“No” responses should be deleted before advertising.)

A) This role involves working with Display Screen Equipment for extended periods of more than 1 hour per day
Yes ☒    No ☐  

B) This role involves frequent manual handling and/or may be physically demanding
Yes ☐    No ☒  

C) This role involves working outside for long periods of time
Yes ☐    No ☒  

D) This role involves working at Height
Yes ☐    No ☒  

E) This role involves work in confined spaces
Yes ☐    No ☒  


F) This role involves working in a noisy environment
Yes ☐    No ☒  

G) This role involves Travel 
Yes ☐    No ☒  

H) This role involves regular work with vibrating equipment
Yes ☐    No ☒  

I) This role involves driving
Yes ☐    No ☒  

The information provided above is, to the best of my knowledge, true and accurate.

	Name:
ELAINE SMITH
	Signature: ELAINE SMITH
	Date:21/10/2026
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