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JOB DESCRIPTION
Finance Assistant - Income & Credit Control
Vacancy Ref: Click here to enter text.

	Job Title: Senior Finance Assistant – Tuition Fees 
	Present Grade:	5S

	Department/College:	Income & Credit Control, Finance

	Directly responsible to:	 Income Operations Manager

	Supervisory responsibility for:	Finance Assistant

	Other contacts
		

	Internal: Students, University staff including Finance, Student & Programme Administration, faculties and academic departments.


	External:   Students (both current and prospective), parents/guardians, tuition fee sponsors, relevant funding bodies (SFE/SLC etc.), other HEIs, relevant professional networks (including international).


	Role Purpose:

To facilitate the timely and accurate invoicing and/or crediting of all Lancaster University students in relation to their tuition fees and associated costs.


	Major Duties:


Undertake timely and accurate invoicing of students and sponsors for tuition fees and associated costs (e.g. resit fees). This includes Undergraduates, Postgraduates, Pre-sessionals and Visiting Students as directed.

Calculate and record adjustments to tuition fees in response to students’ changes of circumstances (e.g. suspension of studies, transfer of programme, withdrawal).

Maintain fee tables in line with the fee setting process, the catalogue for liabilities and financial income codes.

Provide clear, accurate and customer-friendly tuition fee advice to all enquirers in a timely manner.

In liaison with colleagues in the Income and Credit Control team, maintain accurate records of student tuition fee debt to inform on debt suspension, re-registration and graduation decisions.

Contribute to the development, testing and implementation of updates to the fees invoicing process.

Maintain a high level of awareness of sector practice and developments, proactively engaging with relevant professional networks in order to help achieve strategic objectives.

Identification of suspicious activity, breaches of financial regulations and the prompt reporting of any issues to the Income Operations Manager.

Recognise student wellbeing and safeguarding issues for escalation to the Student Wellbeing Team.

Contributing to the overall work of the Income and Credit Control team and other such duties in accordance with the grading of the post.
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