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Job Description

This form summarises the purpose of the job and lists its key tasks. It is not a definitive list of all the tasks to be undertaken as those can be varied from time to time at the discretion of the School, in consultation with the postholder.



	Job Summary
The LSE Financial Support Office (FSO) is based within the Recruitment and Admissions area of the Academic Registrar’s Division. The team has a significant customer-facing role, providing applicants, offer-holders and existing students across all levels of study with help and advice on financial support offered by the School. It is responsible for administering and awarding over £24 million in scholarships, bursaries and studentships from School funds, philanthropic sources and external agencies. It also works closely with key stakeholders across the School in academic departments and professional services divisions and liaises with external funding agencies including government bodies, charities and financial institutions in the UK and around the world.
The team comprises:

Manager, Financial Support 

Two Deputy Managers

Two Senior Assistants 

Job Summary
The post holder is responsible for the management and development of the work of the Financial Support Office. This includes leading the team of four staff; managing the systems for scholarships and hardship funds; managing the office’s budgets; developing strategies and plans for the financial support service in line with School strategy and developments in the HE sector; and ensuring the integrity of systems of accountability, including record keeping.
Key duties and responsibilities
· To develop, implement, monitor and evaluate the processes for and the overall disbursement of student funding at undergraduate, taught postgraduate and research levels in pursuit of the School’s strategic objectives.
· To lead, manage, motivate and develop the staff of the Financial Support Office, in particular the post-holder’s direct reports.
· To provide expert advice to senior LSE managers, School committees and working groups on strategic and policy matters relating to financial support. 
· To build strong relationships with and provide expert advice to academic departments and professional services colleagues, especially in  Philanthropy and Global Engagement, the PhD Academy,  Finance Division and the Planning Division on financial support. 

· To lead on collaborative arrangements with UK and international funding agencies to develop new or maintain existing relationships for student funding. 
· To provide high level input into regulatory reports, such as the HESA return and the Access and Participation Plan monitoring return. 

· To contribute to collaborative bids for external funding from, eg. research agencies, government agencies, trusts, etc. and to implement the financial support element of successful bids.
· To ensure that the School’s financial support schemes are publicised and understood by applicants and students. 

· To represent LSE and/or the Director of Recruitment and Admissions in external and internal financial support meetings and relevant networks as appropriate. 



	Duties/Responsibilities 

	Communication:
· To report to the Pro Directors, School committees and fora, the Director of Recruitment and Admissions and ARD colleagues on the disbursement of financial support and on policy matters throughout the year. 
· To prepare papers on policy matters and the allocation of financial support budgets for senior management and relevant School committees and fora.
· To effectively market new and existing awards for all levels of study - at events, in print and online.
· To communicate HE, School and division-wide developments to the Financial Support team on an ongoing basis.

· To communicate developments in financial support policy and processes to academic departments, professional services, current and prospective students.
· To contribute to the preparation of OfS monitoring returns and the development of the Access and Participation Plan. 
Teamwork and motivation:
· To lead, manage and develop the Financial Support Office team including responsibility for recruitment and selection for the post-holder’s two direct reports.  

· To manage the relationship between the Financial Support Office and other departments/offices/services around the School.

· To lead on any School-wide financial support projects, ensuring engagement and buy-in from relevant departments/offices/services around the School.

Liaison and networking:
· To liaise and proactively develop strong relationships with external organisations and other funding agencies with regard to partnership agreements, publicity and MoUs. 
· To represent the School at meetings and events organised by external funding agencies. 

· To develop and maintain positive working relationships with academic departments. This includes: 
· To manage the relationship with key professional services including Philanthropy and Global Engagement (PAGE), the PhD Academy, Finance Division and the Planning Division to ensure the effective and efficient delivery of all financial support programmes. 

· To work closely with other ARD managers and to share resources and best practice when appropriate.

Service Delivery:

· To manage the Financial Support Office team to deliver the School’s strategic aims and objectives, and to set priorities and objectives for the Financial Support Office.
· To oversee the delivery of a high quality service to enquirers, applicants, offer-holders and students.
· To manage, monitor and evaluate the application, selection and disbursement processes for Undergraduate, Taught Postgraduate and Postgraduate Research financial support, 
· ensuring the application process is fit-for-purpose and makes appropriate use of the available information technology and student systems; 
· providing support and direction in the development of new systems and processes;
· ensuring the quality and integrity of data held in SITS Fund Management;
· facilitating, steering and supporting the PhD Awards panel.
· To contribute to bids for external funding for scholarships, operationalising the financial support element of successful bids in line with the criteria set by the external body.  

Decision making:
· To proactively advise senior managers and relevant School committees on priorities for financial support across all levels of study with a view to supporting the recruitment of a diverse student body in the immediate and medium term
· To continually review and make improvements to financial support processes and customer service.

· To make informed decisions on individual student financial support cases. 

· To comment on and approve Gift Agreements for philanthropic gifts prepared by Philanthropy and Global Engagement colleagues.
Planning and organising resources:

· To manage the FSO team to deliver programmes of financial support to students across all levels of study.

· To manage, monitor and control the £24 million budget for scholarships, awards and any other financial support administered by the Office.  This includes: 

· planning and managing the allocation of budgets over the course of the year; 

· highlighting patterns of expenditure and recommending corrective action as appropriate;
· ensuring compliance with financial regulations and the terms of relevant Gift Agreements;

· ensuring that proper audit trails and systems of accountability are in place and being followed; 
· providing quarterly reports on expenditure to the Student Numbers and Fees group (SNAF) and to the Finance Division;

· assessing the level of award to be made from endowed scholarships and agreeing the same with the Finance Division.  
· To provide effective support for a School fundraising campaign and to manage the associated increase in scholarship provision.
· To ensure that accurate data concerning bursaries and scholarships requested from outside bodies (HESA, OFS etc.) is produced and presented in a timely manner, working alongside other LSE offices as appropriate.

· To lead on a response to any data requests relating to scholarships and other awards such as Freedom of Information requests and benchmarking exercises.

Initiative and problem solving:

· To proactively anticipate, identify and communicate the impact of new legislation, changes to the funding landscape and regulatory developments on the School’s financial support provision.
· To recommend the development of new or the amendment of existing financial support programmes in light of legislative or regulatory changes. 
· To initiate and realise new partnerships and working agreements with external agencies to maximise funding potential for LSE students.

· To resolve complex and sensitive problems and queries from prospective and current students regarding financial support. 
· To resolve issues and queries from PAGE colleagues and from donors relating to Gift Agreements and scholarship provisions. 
· To initiate and develop processes for the delivery of new financial support packages/awards as and when they are agreed.
Investigation, analysis and research 

· To evaluate the impact and efficacy of LSE’s financial support programme through the collation and analysis of student and management data.

· To work with colleagues in the Planning, Widening Participation and Equity, Diversity and Inclusion teams to analyse and report on the allocation of financial support by key student characteristics and split metrics.

· To research sector-wide trends in financial support and report to School groups such as SNAF. 

Team development:

· Recruits, motivates and develops a high performance team, setting team and individual objectives, providing professional development and on-going performance management. 
· Ensure that the team’s objectives connect with other divisional team objectives and teams around the School whose work ties in with financial support. 


	Flexibility
To deliver services effectively, a degree of flexibility may be required in the duties performed in order to meet the exigencies of service. Job roles may also naturally develop over time and ongoing substantial changes to a role will be discussed between line managers and their staff, with job descriptions updated as and when appropriate.

	Equity, Diversity and Inclusion (EDI)

LSE is committed to building a diverse, equitable and truly inclusive university. All posts (and post holders) will seek to ensure diversity and inclusion, while opposing all forms of unlawful and unfair discrimination on the grounds of age, disability, gender identity, marriage and civil partnership, pregnancy and maternity, race, nationality, ethnic or national origin, religion or belief, sex and sexual orientation, or social and economic background.


	Ethics Code

Posts (and post holders) are assumed to have a responsibility to act in accordance with the School’s Ethics Code and to promote the principles and values that the Code enshrines. The Ethics Code clearly states that the whole LSE community, including all staff, students, and governors of LSE, are expected to act in accordance with the principles which are set out in the Code. As such you are required to read and familiarise yourself with it. The School’s Effective Behaviours Framework is designed to support this Code.  It sets out examples for the six behaviours that all staff are expected to demonstrate, these can be found on the following link: click here

	Environmental Sustainability
The post holder is required to minimise environmental impact in the performance of the role, and actively contribute to the delivery of the LSE Environmental Policy.



Job title: Manager, Financial Support	





Department/Division: Financial Support Office,	Accountable to: Director of Recruitment Academic Registrar’s Division	and Admissions








