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Job Description

	Job title:
	Student Immigration Adviser 

	Department/School:
	Student Immigration Service

	Grade:
	6

	Location:
	University of Bath premises


	Job purpose

	To provide pro-active immigration information, advice and guidance to international students and those supporting them in order to ensure that current and prospective international students are able to access and benefit from their academic and broader student experience.
To contribute to maintaining the University of Bath’s Student Sponsor status by providing immigration advice and necessary administration to enable international students to obtain the correct permission to study and comply with the rules attached to their visa. 
The post-holder will have responsibility for the issuing of Confirmations of Acceptance for Study (CAS) for applicants and current students throughout the year and manage a caseload of international students seeking immigration advice. They will participate in the provision of face-to-face immigration advice both online and in person and advise colleagues on visa application procedures.
To work collaboratively across the Student Immigration Service to ensure a robust service delivery in all areas (Admissions, Compliance and Casework).




	Source and nature of management provided 

	Senior Student Immigration Adviser



	Staff management responsibility

	No staff management responsibility



	Special conditions 

	It may not be possible to take leave at certain times of the year.



	Main duties and responsibilities 

	Provision of Student Immigration Advice 

	1
	Provide relevant, timely and consistent student immigration advice to applicants, students and staff and provide information and advice on other immigration categories as required. Advise to OISC level 2 on Student Immigration casework.

	2
	Participate in the provision of face-to-face advice services, both in person and online. This will include the Student visa extension service and drop-in advice service.

	3
	Interpret complex immigration rules, seek clarification where necessary and communicate them to applicants, students and staff in line with Student Immigration Service processes.

	4
	Maintain an up-to-date knowledge of all Home Office requirements for applicants and students, the Home Office Student Management (SMS) and the University’s student records system (SAMIS).

	5
	Ensure that staff across the University are aware of and understand the importance of following central processes in order to best support the student experience and minimise the impact of immigration on their studies.

	CAS production

	6
	Participate in the accurate and timely issuing of Confirmations of Acceptance for Studies (CAS) for Student visa applicants using the Home Office Sponsor Management System (SMS) and the University’s student records system (SAMIS). 

	7
	Investigate and resolve complex technical queries as they arise, exercising judgement and initiative.

	8
	Monitor the data input of department Administrators and Doctoral College staff to ensure that the processing of student data relating to the issuing of a Confirmation of Acceptance for Studies (CAS) is accurate and complies with Home Office requirements.

	9
	Report students to the Home Office using the SMS database.

	General

	10
	Work collaboratively across the Student Immigration Service to supnts and students.  ensurea he robust f t





















port other advisers, senior advisers and the Head of Student Immigration as required.

	11
	Interrogate complex databases using specialist reporting tools to implement processes and, as required, for internal and external auditing purposes. Pro-actively produce relevant management information to inform decision-making and enhance future effectiveness.

	12
	Contribute to training of staff in the Student Immigration Service and across the University at all levels in order to help them to better support international applicants and students. 

	13
	Establish and maintain excellent communication with other support services, academic departments and outside agencies.

	14
	Contribute to the development of Student Immigration Service business processes alongside colleagues.

	15
	Attend Student Immigration Service team meetings and communicate relevant issues effectively.  


Provide operational assistance for Student Immigration Service events, and interventions as required.

	
	

	17
	Be aware of the implications of the GDPR and Freedom of Information Acts on the processing of applicant and student data.  

	18  
	Undertake continuing professional development in relation to all aspects of the role.

	You will from time to time be required to undertake other duties of a similar nature as reasonably required by your line manager. You are required to follow all University policies and procedures at all times and take account of University guidance. 




Person Specification

	Criteria
	Essential
	Desirable

	Qualifications
	
	

	GCSE at Grade C or above in English Language or an equivalent qualification
	X
	

	Educated to degree level or equivalent relevant professional experience.
	X
	

	UKCISA / relevant immigration training 
	
	X

	Relevant professional qualification

	
	X

	Experience/Knowledge
	
	

	Knowledge of the Home Office immigration requirements for students

	X
	

	Knowledge of the Student immigration compliance agenda and understanding of the Student Sponsor Guidance 
	
	X



	Experience in CAS production
	
	X

	Experience of working with and developing systems for processing and analysing data and using a range of reporting tools
	
	X

	Experience of explaining complex policies and procedures to a wide range of people
	X
	

	Experience of providing immigration, advice, guidance and support for international students, preferably in HE
	
	X



	Knowledge of Higher Education structures, concepts and practices.
	
	X



	Experience of working with students from diverse backgrounds 
	
	X



	Experience of delivering training
	
	X

	An awareness of good data management practice. E.g. Freedom of Information, Data Protection
	X


	

	Skills
	
	

	High degree of IT capability, including databases and reporting tools
	X
	

	Highly effective organisational skills – able to organise, set priorities and manage own workload efficiently
	X
	

	Ability to use SAMIS (or similar student records database)
	X
	

	Ability to work with speed and accuracy
	X
	

	Excellent interpersonal skills including the ability to communicate and work effectively with people of different cultures
	X
	

	Commitment to high quality customer service
	X
	

	Able to be helpful and supportive of other team members
	X
	

	Able to listen and take advice from colleagues
	X
	

	Attributes
	
	

	Communication

· Excellent verbal and written communication skills

· Excellent interpersonal skills with the ability to influence others and show self-confidence when communicating with staff and managers at all levels
· Experience of working with people from a range of backgrounds and cultures

· Ability to build and maintain effective working relationships
	X
	

	Customer Focus

· Commitment to high quality customer service

· Commitment to continuous improvement of the customer’s experience 

· Responsive to problems and complaints

· Ability to apply knowledge of equality and diversity legal requirements to support provided for international students, maintaining their dignity and respect at all times
	X
	

	Teamwork

· Commitment to and ability to achieve effective collaborative working across professional boundaries
· Willingness to work flexibly across the Student Immigration Service and develop related skills and knowledge 
· Able to be helpful and supportive of other team members

· Able to listen and take advice from colleagues


	X
	

	Planning & Organising

· Reliable, resilient and able to work under pressure 

· Well organised, accurate keeper of records
	X
	

	Flexibility

· Able to work in an environment where change is a constant feature

· Flexible, adaptable and willing to work occasional weekends and evenings.

· Willingness to undertake training


	X
	


